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The product 


of 50 years experience 


It is not by chance that the first L C 
Smith Typewriter, Model 1 Serial 1 
(now in our museum of typewriters) 
is still a great typewriter — capable of 


fine work and fast work and requiring 
little attention. 


And — it was no accident that this 
machine introduced so many features 
later adopted by all typewriters — the 
segment shift, the inbuilt tabulator, 
the two-color ribbon, the stencil cutout, 


interchangeable platens, the amazingly 
accurate paper feed. The present 
Smith-Corona Office Typewriter is the 
result of this pioneering — and the 
craftsmanship plus precision engineer- 
ing revealed then has continued. 

Today, naturally, there are many ad- 
ditional features in operation and de- 
sign. One of the most outstanding is 
our own Page Gage, which takes the 
guesswork out of page-end typing. 


Still another product of this pioneering and 
experience is the Smith-Corona Portable 


Typewriter — the world’s first and fastest 
portable, Outstanding in design and appear- 
ance, it is known as ‘The finest precision 
writing instrument of its kind in the world.” 


L C SMITH & CORONA TYPEWRITERS INC 
1903 ------1953 


Ss ae ¢ 1953. 
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how to Save 
folding money 


New, low-priced A. B. Dick folding 
machine saves its cost when used only 
one day each month. Makes all folds— 
7,500 to 19,000 pieces per hour. Can 
handle wide variety of paper—stapled 
sheets or single pieces in sizes from 24% x 
34 to 9 x 14 inches. 


Exclusive Quick-Set fold chart. De- 
signed to eliminate guesswork. Instruc- 
tion time, 5 minutes or less. 





For more information without obligation 
clip this ad to your letterhead, add your 
name and mail to Dept. 0.153-F. 





























A. B. DICK COMPANY 


5700 W. TOUHY AVE. » CHICAGO 31, ILLINOIS 
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Here's why Invincible Modernrire desks mean 
. greater satisfaction for you! 


Only INVINCIBLE offers these vital construction features 


As many as five big box channels lie underneath 
the top surface like strong sinews . . . combine 
with heavy channels and angle rims at sides and 
edges, reinforcing desk top and sides. 


Invincible Modernaire desks combine 
smart, modern beauty with below-the- 
surface features to provide the utmost in 
utility, economy and durability. No other 
desk offers the strength, rigidity and free- 
dom-from-trouble provided by Invincible’s 
unique method of reinforcing desk top and 
sides. Heavy box channels, welded through- 
out, prevent bending, bowing, twisting 
and weakening. 

Don’t be satisfied with ordinary desks. 


You can’t twist, bend or deflect this desk slide 
— even under heavy loads. There’s extra rein- 
forcement at key points, assuring maximum 
strength and durability. 


Invincible gives you better construction— 
longer life — greater utility. Write for 
details. 


OFFICE EQUIPMENT 
FOR BETTER BUSINESS LIVING 


Invincible Metal Furniture Co. © Manitowoc, Wis. 
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... 80 quick and 


easy to use! 


Now...do highest quality printing 
in your own office with... 


“3M” all-aluminum Photo-Offset Plates 


NUMBER-ONE FAVORITE of 
quality printers, the “3M”’ pHoTo- 
OFFSET PLATE is tailor-made for 
your company’s printing depart- 
ment. 

On Miultilith and Davidson 
offset duplicating machines, this 
presensitized, all-aluminum plate 
delivers finest quality printing in 
less time . . . every time. 

And it’s easy to process! Needs 
no special processing equipment— 
no whirling or graining machines 


—no darkroom. Just a few short 
minutes—and it’s press-time fora 
finished plate of the highest pro- 
fessional quality. 

That’s all there’s to it. And 
anyone can do it! Prove it to your- 
self by specifying “3M” Brand 
sensitized aluminum PHOTO-OFF- 
SET PLATES on your next order for 
duplicating supplies. They’ll turn 
out the most professional, highest 
quality printing jobs in your com- 
pany’s history! 


makers of ‘‘Spherekote”’ Brand Drawsheets and Blankets, ‘‘Spherekote’’ Brand Tympan 


cS Made in U.S.A. by MINNESOTA MINING & MFG. CO., St. Paul 6, Minn.—also 


Covers and Frisket Papers. General Export: 122 E. 42nd St., New York 17, N. Y. In 
Canada: London, Ont., Can. 
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veloping time remain constant despite 
changes in temperature or humidity. 
“3M” PLATES give perfect performance 
from package to press in any weather. 


2 «: “WEATHER-PROOF!” Exposure and de- 


negative, it’s on the plate. And it’s 
on every sheet of every job 
time. “3M” 
tones, deeper blacks, richer colors. 


4 EXACT REPRODUCTIONS! If it’s in the 


every 
PLATES print perfect half- 


NiubuaaDi 


HANDY, SAFE STORAGE! Lightweight 
6 and thin, “3M” all-aluminum pPpHOTO- 
OFFSET PLATES weigh only about one- 
sixth as much as conventional zinc plates 
—take up about one-half the space. 
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WON'T OXIDIZE! No scrubbing or etching 
before exposure or on the press. No 
scumming during hot, humid days. No 
oxidizing when the press is stopped. 


EASY TO CORRECT! No honing—no scrap- 
ing! You can erase any part of the image 
on “3M” all-aluminum PLATES. Lines, 
writing or hand-lettering can be added 
after press-mounting. 


all-aluminum PHOTO-OFFSET PLATES 
won’t stretch. Won’t wrinkle. Will deliver 
exact color registration, completely uni- 
form impressions on every ok 


A STRETCH AND WRINKLE-PROOF! “3M” 





we 


3M Sensinzed 


AMlummum = 


> PHOTO-OFFSET PLATES 5 
“sete esac 


GET THE COMPLETE FACTS TODAY! Write 
“3M” Co. Dept. 013, St. Paul 6, Minn. for 
FREE work-samples and full information. 
Include names of presses. State if you have 
exposure equipment. 
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HOW OFFICE EXECUTIVES 
ARE MEETING THE SHORTAGE 
UF CLERICAL HELP 


Look for Workers Unhappy in Factory 


P. L. HOCKMAN, Treasurer, 
Funkhouser Industries, Centreville, Md. 

Adequate personnel records on the ein- 
ployees of a factory usually disclose a 
goodly percentage of individuals who for 
one reason or another have not acquired 
positions which they feel they should be 
able to command due to their educational 
backgrounds. In screening this group of 
employees it is not unusual to find several 
whose experience in the plant proves bene- 
ficial in assuming the responsibility of an 
office job. We find that these employees, 
with a little extra attention when they are 
transferred to the office, are usually able to 
accomplish more and better work, and are 
more loyal to the company, than the aver- 
age office employee. We believe contribut- 
ing factors for this are: 

1. An individual working on a produc- 
tion line with people he feels are not his 
equals socially is inclined to get in a rut 
and does not put forth his best work. If 
such an employee is offered an opportunity 
to transfer to the office, he takes on a new 
life, notwithstanding the fact that his rate 
of pay may be decreased. 

2. After transferring to the office this 
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type of employee usually continues friend- 
ships made in the plant; principally be- 
cause of a common interest in the company. 
This materially helps in promoting em- 
ployer-employee relations and at the same 
time provides a pool for obtaining addi- 
tional clerical employees when needed. 


File of Part-Time Employees 


W. H. SCHNEEBERG, Office Manager, 
lron Fireman Mfg. Co., Cleveland 

The following is a brief outline of some 
of the things we have done to meet the 
critical shortage of clerical workers in our 
Cleveland office. We have tried to main- 
tain a file of part-time workers (former 
employees and friends of employees) who 
would be available for two or three days 
a week or short hour time as needed. We 
have used the services of temporary em- 
ployees supplied by such companies as, Cal- 
culating Service, Stingle Service, and other 
similar companies supplying well trained 
calculator operators, statistical typists and 
stenographers for a short period of time. 
We have tried to cultivate various employ- 
ment agencies, schools and other sources of 
personnel and advise them periodically of 
our needs. We have re-examined our 





present personnel and have tried to move 
them to jobs of higher skill wherever pos- 
sible to do so. 

This briefly outlines the basic things we 
have been trying to do to meet the situa- 
tion, and, of course, it should not be over- 
looked that it is essential that rates, fringe 
benefits, etc., be studied and revised periodi- 
cally so as to be in keeping with what is be- 
ing offered by other companies in the area. 
By having the bank of temporary and part- 
time employees available, we have been 
able to do a little more careful job in select- 
ing new employees and have made a very 
determined effort to select new employees 
with qualifications to meet the particular 
job for which they are being hired. 


All Electrified Office Machines 


S. F. FREEMAN, Sugar Creek 
Creamery Co., Louisville, Ky. 

Within the past five years our ratio of 
office to total workers has changed from 
one to eight to one to six. The greatest 
single factor in keeping pace with this trend 
has been the replacement of all manual 
operated office machines with electrified 
equipment. We've introduced the one-writ- 
ing payroll system and find it saves con- 
siderable time and effort. We've also saved 
considerable time by using the postage 
meter machine for our mailings. I firmly 
believe, had we not made the above men- 
tioned changes, our ratio would now be 
at least one to five. 


Keep Office Pay Up to Plant Pay 


DONALD R. WARD, Director of Manufacturing 
Schedules, Evans Products Co., Plymouth, Mich. 

From the standpoint of general office 
worker morale, it is the company policy 
to see that salary rates are increased com- 
paratively every time hourly rates are in- 
creased as a result of negotiations with our 
bargaining unit. This reassures our non- 
unionized office workers of the company’s 
fair attitude towards them as an important 
cog in the machinery of the company as a 
whole. 

Clerical operations are mechanized when- 
ever it is economical to do so. In addition, 


10 


adding machines and calculators are pro- 
vided each desk wherever there is need to 
speed up routine clerical jobs. 

Temporary peak loads of clerical work 
are frequently farmed out to professional 
typing or office staffs to prevent increasing 
our clerical staff beyond an economical 
level. 

These three points are, of course, over 
and above the general policy of always 
considering the clerical worker on a in- 
dividual basis as far as merit increases, pro- 
motional increases, and general personnel 
problems are concerned. 


Perpetual Training Program 


WINIFRED V. CAMP, Personnel Director, 
Scobey Fireproof Storage Co., San Antonio 


We have a training program which gives 
the new employee a complete insight into 
the operation of our organization. This 
course may be as lengthy as the position 
merits, The final result has been very satis- 
factory because the well-trained employee 
is an asset instead of a liability. This pro- 
gram enables us to keep one employee in 
training at all times in an unassigned posi- 
tion so that should a vacancy occur in any 
department we will have an experienced 
employee available to fill it. 

This has been a must because of the 
present cost of living. In order to keep 
efficient help it has been essential that our 
salaries compare favorably with those of- 
fered elsewhere. With the present Govern- 
ment regulations requiring extra data in 
almost every department, it has been neces- 
sary that we hire more people. Overworked 
employees are not the happiest workers 
and a happy worker performs his work 
more efficiently. This has been necessary 
to maintain our standard of good service 
to the public. 


Students and Employees’ Friends 


LLEWELLYN CHAPMAN, Provident Life & 
Accident Insurance Co., Chattanooga 


We are fortunate in Chattanooga that 
the overall shortage of office workers has 
not been as great as in some other areas; 
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TELLS HOW TO FIT 
PAPER OR CARD TO 
YOUR RECORDS JOB 


ERE’S the inside story on how papers 
H and index cards are made so they'll 
stand hard wear. Whether your problem is 
wear from constant use, or deterioration 
from age, this booklet will tell you how to 
select the right paper or card. It’s called 
“Papers and Index Cards that Wear Better 
and Last Longer’. Whatever your record- 
keeping or accounting needs, Parsons 
ledger papers or index cards will do the 
best job for you. Here’s why: 


P You can have ‘‘color-control”’ ® by 
having cards and sheets, for each pur- 
pose, in matching colors. 


> No strained eyes if you use Parsons 
paper, with its special no-glare surface. 


p> Whether erased by rubber, scratcher or 
chemicals, these papers and cards will 
have a smooth surface, the same color. 


B® You choose from a wide variety of 
weights, sizes, colors and strengths— 
so you get just what you need, and 
economically. 


p> Parsons papers and cards are built for 
bookkee ping—machine or hand—be- 
cause we've studied the requirements of 
systems of posting and using, and made 
the paper fit the need. 


p> Parsons papers and cards are made with 
tough, flexible new cotton fibers. Preci- 
sion controls in processing and sheet- 
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by-sheet inspection guarantee high and 
consistent quality. Yet Parsons prices 
are down there, grade for grade, with 
the others. 


Get Booklet on Selecting Right Paper 


Many cheaper papers can be had, but you 
know what a mess you can get into by 
trying to “shave” a few cents. It's the labor 
in accounting and bookkeeping that costs 
real money. Good—but not expensive— 
materials, like Parsons papers and cards, 
more than pay their way. They save labor 
because they’re easier to work with. Send 
today for your free copy of our booklet 
that tells how and why. 


PARSONS 


PAPER COMPANY 
1853-1953 


lease cae : 
Our 00% Year 
T PARSONS PAPER COMPANY 

Department 16 
Holyoke, Massachusetts 
Please mail me, without cost or obligation, 
your booklet on getting the right paper or 
card for each job. 
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however, there is a shortage and we are 
combating it by intensifying our recruit- 
ing program. First in this program is our 
contact with the local high schools, cover- 
ing both the teachers and the students. 
Talks are made to the senior classes tell- 
ing the advantages of office work and the 
advantages and opportunities with our own 
company. We feel that this approach gives 


us more than our share of the graduating ~ 


class each year. 

Another important step in the program 
is the soliciting of our present employees 
to bring in friends. Notices to this effect 
are sent out periodically, as well as pam- 
phlets being published and mailed out in 
the employee's magazine. We definitely 
feel here at the Provident that we have kept 
up with the factory and other vocations in 
attracting good employees. This takes in 
wages, fringe benefits and good working 
conditions, and while this is not new, we 
feel that the challenge can be met and de- 
feated with such methods. 


Meeting Federal Pay and Benefits 


G. M. SANDERS, Hardesty Div., Armco 
Drainage & Metal Products, inc., Denver 

The problem here in Denver is at least 
as acute as it is elsewhere, and we are in- 
clined to think that it may be even more 
serious due to the great number of federal 
government offices here which require ever 
increasing numbers of clerical workers and 
consistently offer a salary scale and other 
benefits with which it is difficult indeed for 
private industry to compete. Denver is our 
division headquarters for a 5-state area 
and we employ some 45 office workers. 
This is approximately twice as many as 
we had 15 years ago. 

To secure and hold good workers, we 
have taken several steps over the years 
which add up to a fair advantage and cer- 
tainly account for the fact that our turn- 
over is not disastrously high, although it is 
a problem. Some of the benefits we have 
instituted are: group insurance plan which 
includes life, health and accident, medical 
and hospital care, on which the company 
pays 60% of the premium; retirement in- 


come plan, with a choice between contribu- 
tory and non-contributory; paid vacations; 
5-day week; Muzak in the office. liberal 
sick leave plan; no timeclock; sincere per- 
sonal interest in each worker as an in- 
dividual, and a strictly wide-open door 
policy to and from management; electric 
typewriters on all heavy typing jobs; 
modern office equipment in general; a deter- 
mined effort to keep the premises as clean 
and attractive and as comfortable as pos- 
sible and a formalized salary plan pro- 
viding for regular merit increases and a 
general scale at least equal to that of other 
higli type firms in the area. 

We are convinced that the most worth 
while employees are not primarily and ex- 
clusively interested in salary, and we at- 
tempt to attract that type by impressing the 
individual with the importance of his job 
and his ideas to the overall operation, and 
by providing opportunities for advancement 
and for an expression of and appreciation 
for the individual's own thinking and initia- 
tive. Above all else, we feel that the happy 
and therefore productive worker must feel 
that he is important and appreciated regard- 
less of whatever his specific job or the level 
of it may be. 


Dictating Machines Pay Their Way 


S. J. GUSTAFSON, Controller, 
Aslesen Co., Minneepolis 


In an effort to cope with the problems 
that have been experienced in our office in 
the past few years, we have introduced 
Dictaphone machines, the electric type- 
writers and written procedures covering 
the various activities in the office. Our 
management was rather reluctant in the 
purchasing of dictating machines until we 
proved that they more than paid for them- 
selves during the first year in operation 
and considerably improved the service on 
our letter correspondence. On any pro- 
duction typing activity, we also wish to 
support any claims on the greater efficiency 
of the electric typewriter as compared to 
that of the manual type. The writing of 
procedures on the various activities have 
in themselves improved the efficiency of the 
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jobs covered. We are always on the alert 
for any short-cuts or business equipment 
that will improve our efficiency and sim- 
plify our procedures. 


Machines Reduce Employees to a Third 


T. S. KLEPPE, Vice President and 
Treasurer, Gold Seal Co., Bismarck, N.D. 

Our organization, from an office manage- 
ment standpoint, has been similar to the 
general run throughout the nation in that 
we have experienced, to a degree, shortage 
of clerical workers. As a result, we have 
our office set up today where it is highly 
mechanized with IBM equipment and work- 
ing very satisfactorily and efficiently. We 
know we would need at least three times 
as many employees in our office, as we 
presently have, to accomplish the same 
amount of work we are presently putting 
out, and of course the element of human 
error would increase accordingly or more. 
We are sold on mechanized equipment be- 
cause of the tremendous number of detailed 
reports it is necessary for us to maintain 
for an efficient national sales operation. 


Offset Saves $50,000 a Year 


F. A. KELLOGG, General Accountant, 
Kroehler Mfg. Co., Naperville, Ill. 

We have been constantly revising our 
office procedures to try and eliminate all 
reports that are not absolutely necessary. 
We find that through a periodic review we 
have been able to eliminate and consolidate 
needed information in such a way that we 
have reduced preparation time by at least 
30%. Our biggest saving has _ been 
through the use of IBM tabulating equip- 
ment. Previously basic information was 
prepared on the tabulating equipment, and 
then this was supplemented by additional 
desk work and the final reports were typed 
by hand. 

On a wage statistical report, we were 
able to eliminate 5 clerks and typists that 
consolidated information received from the 
tabulating equipment and typed up our 
monthly statistical report. This report is 
now prepared completely on the tabulating 


THe Orrice—January, 1953 


equipment and the final report is run off 
on a preprinted Multilith form on the tabu- 
lating equipment itself. This form is then 
reproduced on a Multilith machine, entirely 
eliminating the 5 clerks and typists that 
previously spent full-time on the report. 
It is now necessary for one girl to spend 
approximately one-half day a month in pre- 
paring and typing one summary sheet, that 
cannot be done on the tabulating equipment. 
This method has also speeded up the issu- 
ance of our wage statistical report so that 
it is in the hands of the front office many 
days sooner than previously. 


Our manufacturing overhead statements, 
previously prepared by hand and typed, 
has also been put on the tabulating equip- 
ment. This report compares the current 
month this year with the corresponding 
month last year, and the total to date this 
year with the total to date last year. The 
tabulating cards from last year’s report are 
retained so it is only necessary to punch 
tabulating cards for the current period and 
the current year to date which is taken 
directly from the ledger cards. These cards 
are then processed and the finished report 
comes from the tabulating dept. ready to be 
reproduced on the Maultilith, This has 
eliminated 4 clerk typists and we are able 
to issue this overhead statement days ahead 
of our previous schedule. 

Another labor-saving device for the office 
has been our sales order forms that we now 
receive from our salesmen on the road. 
Previously the salesmen were given a 3- 
part snap-out form on which to write his 
order, one copy to be retained by the 
salesman, one for the customer, and the 
third copy to come into our office. When 
this order was received, we typed it up 
on a Multilith master from which manufac- 
turing copies were run off. We now sup- 
ply the salesman with the same 3-part 
form, but the part coming into the office is 
a Colitho master. When it is received in 
the office, it is checked for accuracy and 
then immediately put on the Multilith for 
reproduction. This eliminates entirely the 
typing of sales orders in our office and 
makes this order immediately available for 
production because of a saving of the time 
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required tor typing and proofreading. This 
has eliminated many full-time typists in our 
various factory offices and we believe has 
resulted in saving close to $50,000 a year. 


Using Needle-Sorted Cards 


LUCILE HOTTENROTH, Business Manager, 
Travelers Aid Society of Chicago 

Travelers Aid Society has a_ peculiar 
physical set-up in that we have offices in 
all railroad and bus stations in Chicago, 
as well as a main office in the loop. This 
situation causes a great deal of paper- 
work. We have introduced microfilming of 
case records once a year and average about 
11,000 pictures which occupy such a small 
space in comparison to the paper records. 
A new rocket card is being used for stock 
inventory and on statistical sheets. These 
can be counted quickly by using a needle 
in the various classified perforations. This 
is done by a volunteer and releases one 
paid person. The purchase of an Addresso- 
graph for our large mailings has brought 
about reduction of one staff person. We 
have moved our main office to a central 
location and reorganized and redecorated 
our station offices. This enables us to em- 
ploy more easily and to retain staff. We 
are revising our personnel policy, allowing 
more benefits to staff in the hope of improv- 
ing morale. While we feel we have just 
started on many of these problems, at 
least it is a beginning. 


Stagger Hours for Full Machine Use 


M. D. RODERICK, Assistant Vice 
President, First National Bank of Akron 


Our turnover is quite a bit below the 
average for our type of business and be- 
cause of our favored location and, I think, 
type of work, we do not have too much dif- 
ficulty in labor procurement. We avail 
ourselves of modern equipment, particularly 
of special banking equipment, and thereby 
increase our efficiency tremendously. 

In procuring new equipment, wherein 
production can be increased by the use 
of machines, I think that we miss full 
utilization of the machine by not manning 
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it a sufficient number of hours. If office man- 
agers will consider staggering their hours 
in some manner to get greater usage from 
the machines, I think a great saving would 
be enjoyed. I think this is especially true 
in small and medium sized offices where 
they are accustomed to fixed office hours. 


Use Large Bookkeeping Machines 


G. C. SHERVEY, Assistant Office Manager, 
Dole Sales Co., San Francisco 

Our own experience indicates a_phe- 
nomenal growth in paperwork, starting 
with 1945. It seems that since that time, 
our customers have been buying their re- 
quirements on a hand-to-mouth basis, and, 
in effect, attempting to operate on our 
money. Apparently, there is no way to 
make a change in the trend; therefore, our 
only alternative is to take steps to eliminate 
unnecessary work. We have been review- 
ing all procedures and hope to obtain an 
efficient use of our employees through 
work simplification, improved methods, and 
the installation of modern equipment. We 
are, of course, going more and more into 
IBM equipment and large bookkeeping ma- 
chines. Naturally, it is also important to 
maintain good employee relations, to re- 
duce the turnover rate. 


Cycle Billing and Form Letters 


MARY HEI GREEN, Controller 
Bucks, Inc., Wichita 

Last April we installed cycle billing on 
our customer accounts. We were able to 
reduce our billing machine operators from 
four to two. We also eliminated the service 
of a part-time cashier who formerly worked 
the first half of the month. Payments on 
accounts now come in all during the month 
rather than the first ten days of the month 
as they did on the old conventional type 
billing. ‘We now have one control cycle 
billing which eliminates a control clerk. 
When we first installed cycle billing we had 
nine controls. Due to mis-sorts of tickets 
we had numerous transfers from one control 
to another which took considerable time. 

We microfilm all statements, sales checks, 
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PROTECTED BY 
DISTINCTIVELY DESIGNED WRAPPER 


New complete line of WAUSAU IMPRESSION PAPERS 


Anticipating industry’s every need, the Wausau Paper 
Mills produced their new, complete line of IMPRES- 
SION PAPERS to fit your particular jobs, whether 
you use stencil, lithograph or spirit process. 


Wausau Bond, Wausau Mimeo and Wausau Dupli- 

cator are watermarked—each especially prepared for 

clean, sharp, easy-to-read impressions. Exact Bond, 

Artisans of Exact Mimeo and Exact Duplicator are full-bodied 

Fine Papers — economy papers, unwatermarked, made rigid for 
high speed operation. 


The complete line is available nationally through au- 
thorized distributors and stationers. 


WAUSAU PAPER MILLS CO. 


Executive Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 
Mills 0 BROKAW, WISCONSIN 
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merchandise credits and payments and mail 
all of the above to the customer. This 
saves considerable time in our credit de- 
partment as the customer can check her 
own account, as she has signed all sales 
checks at the time of purchase. Formerly 
the credit department had numerous calls 
from customers who had forgotten that they 
had made purchases which appeared on 
their statements. Microfilm also saves filing 
space as the film takes only a small portion 
of the space that was used for filing sales 
checks, payments and merchandise credits. 

Formerly we had time payment accounts 
where customer's purchases were all posted 
to her time payment account and monthly 
payments were made. We now issue scrip 
which is charged in one entry to the ac- 
count. The scrip is used exactly as cash 
which eliminates posting a number of sales 
checks to the accéunt. In our accounting 
office, credit department and also our mail 
order office we are using form letters wher- 
ever possible as stenographers and typists 
in Wichita are very hard to find since we 
are in a defense production area. 


Formula for Job Satisfaction 


D. L. STEPHENS, Hardware Mutuals, 
New Orleans 

We have felt the shortage of clerical 
workers and the pressures this problem 
creates. We feel that the development of 
job satisfaction is at least a part of the 
solution. Human nature rebels against as- 
sembly line principles. The clerical worker 
is not content to produce only a small part 
of the finished product and never compre- 
hend the entire product. 

To develop job satisfaction, we have first 
tried to develop good relations between 
employee and company by: providing a 
clean, modern and attractive office from the 
employees’ point of view; encouraging em- 
ployee participation in company problems 
and policies; providing employee benefits 
such as group hospitalization, life insurance, 
sick leave, retirement plan, paid vacations, 
and others; providing almost unlimited op- 
portunities for employee development and 
advancement from within the organization. 

To specifically accomplish job satisfac- 
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tion, we are: providing modern equipment 


| with which to work; doing research work 


to find easier and better methods of getting 
things done; encouraging employees to 
analyze their jobs and suggest improve- 
ments; setting up production lines that en- 
able employees to have an active part in 
almost every detail of the whole product; 
providing training programs covering 
phases of our operation not encountered 
in the employees day-to-day work. 


Switch from Typing to Handwriting 


P. A. SCHEFFT, Geo. Worthington Co., 
Cleveland 

In our effort to save clerical workers, we 
are now switching from a typed invoice 
system to a handwritten order-invoice svs- 
tem. By doing this, we expect to save 
approximately 15 typists. This also will 
speed up the sending of invoices to our cus- 
tomers, since the billing operation is en- 
tirely eliminated. We run off a Multilith 
master on a battery of eight Model 80 
Multilith machines. From the original we 
run order filling copies, office copies, con- 
trol copies and invoice copies. We have 
furnished our salesmen with aluminum or- 
der holders so that they can use these order 
forms in the field. Our salesmen use a 
ball point pen filled with ink that will re- 
produce on the offset system. 


Change Established Routines 


WILLIAM E. STROUP, Assistant Treasurer, 
Thatcher Glass Mfg. Co., Elmira, N. Y. 


I believe that this condition is a result 
of two things: the additional records be- 
ing required of corporations today as a re- 
sult of Government taxes, etc., and the 
necessity of business today to keep much 
closer control and record of costs of pro- 
duction due to the tremendous increase of 
the number of companies in the various 
fields which make practically every field 
very highly competitive. In some degrees 
this has been partially offset by the im- 
provements of office procedures and tech- 
nigues and the improvements of office 
equipment. However, I do not believe that 
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Offset paper masters of office forms, 


MULTIPLE 


COPIES memos, engineering drawings, data, 


specification sheets, etc. are made by 
xerography in less than three minutes. 
Multiple copies are then run off on 
offset duplicators. This combination 
offers the quickest and most economi- 
cal method used by hundreds of large 
and small businesses. 

, Because it is a dry, direct positive 
copying process requiring no_ inter- 
mediate negative, xerography elimi- 
nates darkroom, chemicals, fumes, fuss 
and muss. Get it done quicker and 
cheaper with xerography. 


Write for case histories showing how all types of com- 
panies are saving time and money with xerography. 


THE HALOID COMPANY 
53-210 HALOID ST. ¢ ROCHESTER 3, N. Y. 
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enough emphasis has been placed on the 
tremendous overhead created by all of 
these additional cost factors. 

The cost of production can be very 
easily and closely determined and in most 
businesses I believe this is done, and when 
a slight increase is noted, immediate steps 
are taken either to redesign existing ma- 
chinery or make new equipment to bring the 
cost back into line. In offices this cost is of 
a more gradual nature due to the fact that 
as a rule the bulk of the cost is at the 
clerical level and the importance of one or 
two additional clerks to handle this work 
does not create the impact that it would in 
the production line. For this reason and 
a reluctance of some companies to change 
established procedure of office routine, there 
has been a gradual increase in the number 
of office employees. Aggressive companies, 
I believe, are becoming aware of this con- 
dition, and it is resulting in the number of 
companies which are now making engineer- 
ing surveys, 
and other means of holding this cost in line. 
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establishing office incentives 


Sales Up; Clerical Costs Down 


E. P. HESSER, Vice President, 
Formfit Co., Chicago 

In reviewing our various clerical costs, I 
find that we have reduced this amount by 
nearly 25% since 1940. We increased our 
sales six-fold since that time. Of course, 
we have mechanized our office procedures 
as much as possible. We use the newest 
N. C. R. machines for our payroll and ac- 
counts receivable departments. We also 
use Remington Rand tabulating equipment 
for billing and inventory control of made- 
up goods and work in process. In our time 
study department, we use Frieden calcula- 
tors and wherever necessary throughout the 
office, we use Remington Rand printing 
calculators. We have just recently pur- 
chased an electric Simplafind cabinet for 
filing tabulating address cards. 

Our office advancements are simply in 
line with the same modern methods of 
operation for our factory, stock, and ship- 


(Continued on page 83) 
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chine being cleared. The clear sig- 


nal tells you — automatically. 


FEATHER-LIGHT KEYBOARD 
Fingers fly faster with less effort 
and fatigue—and time is saved! 


wee rovayror commute mronmarion. JOUC BMSVICHUB ULES TCR ELH UE Cee OU 


679 Front Avenue 


VISIBLE DIALS 
You know fotals every instant 
with eye-level dials that give 
you full visibility. 


RED SUBTRACTIONS 


Subtracted items print in red 
and stand out prominently, mok- 
ing the checking of finished 
work simple and fast. 


NEW as tomorrow! 


with amazing 
MODERN AUTO-TOTALER! 


More Automatic Features 
More Visibility 


Here is a superior new machine 
that should make adding ma- 
chine history. R. C. ALLEN 
unveils the VisOmatic electric 


adding machine incorporating 


seven improved time-saving, 
money-saving features for easier 
operation PLUS the NEW 
AUTO-TOTALER. 


AUTOMATIC CIPHERS 

Saves opproximately one third 
of all key depressions because 
all ciphers print automatically. 


SPACE-UP TOTAL 

Tape is spaced to correct tear 
off position when printing totals. 
Saves poper — speeds up work. 


N.W., Grand ‘Rapids, Michigar 


AUTOMATIC TOTALS 
AND SUB-TOTALS 


SAVES thousands of manval 
operations 

SPEEDS up figure work 
PREVENTS errors 

CUTS operating costs 


SPEED’ KEYBOARD 
Entire amounts can be entered in 
one operation — Saves many key 
depressions every time machine is 
used. 


BUSINESS 
MACHINES 








’ 
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Dependability is the basis of confi- 
dence. It is on this dependability 
that R. C, Allen Typewriter Dealers 
rely when selling the new R. C 

Allen “Standard”, THEY KNOW 
that dollar for dollar, feature for 
feature the new R. C. Allen is the 
greatest typewriter value on the mar- 
ket. And once they have tried it, 
THEIR CUSTOMERS KNOW IT 
TOO! Treat YOURSELF to a gen- 
erous portion of this confidence by 
inquiring how YOU can become an 
R. C. Allen Typewriter Dealer. IT 
WILL PAY YOU TO KNOW! 





SN 


Look at these PLUS features of 
the new R. C, Allen typewriter. 





5 60 65 
apeitisanay 


ri lele] 1 ae 
(Six carriage 
widths available) 


5 | 
Instant Sight-Set Margin 
The exclusive WONDER WIN- 


DOW lets you KNOW instontly 
that your margin is correctly set 





Now is te time 
Now is the time 


Now isthe time 
Now is the time 


Less Time — More Lines 
The &. C. Allen “Speed Lever” 
lets you set new line in o froc 
tion of the time n 

standard machines. 


Perfect Type Alignment 
Your typing looks like fine print. 
ing on an R. C. Ailen, Type is 
aviomatically aligned by the 
newly-designed segment ring. 


Cleaning Problems Ended! 

There's no dirt, no mess in 
changing ribbons and cleaning 
type on the R®. C. Allen . . . 
ribbons, type ore fully exposed. 


Retyping Is Unnecessary 
“Error correction control” per- 
mits deletion of characters typed 
by mistake or insertion of 
omitted characters. 


- « « OTHER R. C. ALLEN FEATURES 


® Beautiful design 





@ Long life construction 


®@ Automatic and manual ribbon reverse 


@ Ribbon feeds only when typing 
@ Tensionized card holder 
@ Individual “Key-Action” tuning 


Real Control Typing! 
The personalized key control 
lever lets you enjoy typing free- 
dom. You'll find the R. C. Allen 
touch-tailored for you. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N.W., Grand Rapids, Michigan 


Less Effort — Less Fatigue 
There's no “reaching” for the 
properly positioned R. C. Allen 
carriage. Poper handies ecsier, 
there's less eye-strain, 
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What the sewing machine did for sewing, ... securely fastens up to 20 sheets of me- 
the BATES ELECTRIC STAPLER does for stapling. dium weight paper. Say goodbye to tiring, 
A touch of the paper and the BATES ELECTRIC time-wasting manual stapling ... speed up 
makes its own rustless brass staple from a the job with a BATES ELECTRIC. Clip the coupon 
spool of wire . . . shoots” it quick as a wink for full information. 


5000 shots with one loading 

Smaller than a typewriter... only 27 Ibs. 

Extremely quiet 

Rubber “toes” prevent damage to desks 

Tested for 4 years... hundreds in use 

110-120 AC motor drive... hair trigger switch 

Saves time and trouble ... actually pays for itself in a short time. 


LOE eR IP CA ECCS GEE: CUR RR RIN RIGA 


THE BATES MFG. CO., 28 Vesey St., New York 7, N. Y. 
Dear Sirs: | would like more information on the BATES ELECTRIC STAPLER 


POI sssccccscevekcnsias ; 


PNR as cicesiinssiaie Seana ioieek seuaieasiaaeaies 
i iiiiecerscctatedosscys ‘ ee | ee 


The Bates Manufactring Co. Orange, WJ.» M.Y.Offices, 30 Vesey St 


My stationer is................ 
Bates Numberi Staplers Perforators 
. Machines - List Finders Eyeleters, etc. Address 








Higher quality 
— lower price. 


Fast, accurate, 
easy to operate. 


Service immediately 
available — but 
seldom required. 


ACHINES - INC. 


RECTOR 28-0065 

















DICTABELT...exclusive with Dictaphone's 
dictating miracle.the TIME-MASTER ! 


“Clear as F-M Radio,” say executives and 
secretaries who have heard the reproduc- 
tion of the pure, new Dictabelt. 

Gone is the day of that costly secre- 
tarial complaint, ‘What did he SAY?” 
Every word you think out loud, or low, 
is captured with such true-voice clarity 
that transcription the real pay-off in die- 
tation—is simpler, faster, letter-perfect. 
Clearly, the new Dictabelt opens up a 
new era in electronic recording on plastic. 
Thanks to Tennessee-Eastman and 
Dictaphone, the new Dictabelt is the purest 





DICTAPHONE’ 


THE GREATEST NAME IN DICTATION 





IT’S AND 
SAID 


. (. Ww 


= 








DONE! iy 








cee eee 
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plastic dictation record yet developed. 
Yet. it’s so inexpensive that you use it 


only once, 


With this exclusive, SUPERIOR medium, 
you always have a fresh, pure recording 


surface. 


Normally, Dictabelt is transcribed and 
thrown away, but this unbreakable voice 
record is easily mailed or filed. 


Remember: Dictabelt’s many exclusive 
advantages are available only with the 
Dictaphone TIME-MASTER, the dictating 
machine that’s making business history. 


DictTapHone Corporation, Dept, I-13 
420 Lexington Ave., N. Y. 17, N. Y. 

| would like: 

OA free Dictabelt and folder. 

0 A free TIME-MASTER demonstration. 
Name 
Company 
Address 
City & Zone State_ 














9 
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We tried to swivel it to death! 


Sturgis engineers developed a nylon thrust bearing 

and then promptly tried to swivel it to death. But it wouldn't 
even say uncle. After being subjected to 

1,555,200 swivel turns under a 248-lb. load it emerged 
essentially unscathed. Two different conventional 

metal bearings were given simultaneous 

tests and disintegrated after 303,840 and 381,600 turns. 
Naturally the nylon bearing is now stan- 

dard on all Sturgis swivel chairs. Because, 

remember, no part of a swivel chair takes so 


much abuse as the thrust bearing. 


\ 


You can't see all 
the quality that's 
engineered into 


q Sturgis “ier A 
“sy = 


i — ll 














Sturgis chairs are en- 
gineered for keeps. 


You can’t see all the quality nithpe nutter Satie 
engineered into a Sturgis Greered Sele Sine . 
chair but it’s there in full \ ES er a 
measure. 
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What happens when bank customers mutiny? 


Calming a line squall takes more than tact — it takes 
a system. New York’s Seamen’s Bank for Savings 
found that system in McBee Keysort. 

Formerly a clerk had to fill in amount, number 
and payee’s name on each teller’s check or money 
order, then again on a tally. It took 5 minutes 

Today, with McBee Keysort checks and money 
orders, it takes less than a minute for Seamen's 
special check writing machine to print date, amount 
and signature on the Keysort form. The teller need 
merely fill in the payee’s name (carbon-copied on 
customer’s receipt and unit register) and detach the 
unit register for filing 

When checks and money orders return to the 


ie... 


eAMeN? Oe 


ee al 
Ho wet Per ee all : ie 


bank they no longer have to be handsorted for 
reconciliation. The bank sorts them en masse (easy 
with Keysort), compares each with the unit register, 
then deletes the unit register Reconciliation takes 
one-tenth the time it used to 
Basis of the Keysort system is a marginally 
punched card. When notched, the precoded holes 
along the edges of these cards yield a wealth of data 
easy to classify, summarize, file, find and use 
With present personnel, without costly installa- 
tions, Keysort cards and machines provide manage- 
ment controls at less cost than any other system 
Ask your McBee man for a frank estimate of 
McBee's advantages to your business. Or write us 


eo’ 34) THE McBEE 
COMPANY 


grr ™ : 
A Sole Manufacturer of Keysort— 





VRE CW LSE NATIONAL Bune 


_——— am wer i) 
| he seamens Gank (or Savings 


The Marginally Punched Card 
295 Madison Ave., New York 17 


he ete, BF 
/, (MEN) Beene mo \ 
\ 


Offices in principal cities. 
The McBee Company, Limited, 
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11 Bermondsey Road, Toronto 13 
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PROPOSAL COVERS 
PLAID HOUSEHOLD FILE eee eee a oee cc imgc- _ (ifn many colors ond finishes) DESK FILES 
Also furnished gift-wrapped punched for standard fastener (Printed or celluloid tabs) 
centers. 


von f POSING 


1. This leather-like material re-Gy 
sists oil, ink, finger. marks, 
stains and dirt of all kinds. 
2. An abrasion resistance test 
shows leather-like material to 
have a 9 to | advantage over 
ordinary red wallet stock. 
3. Color will not rub off on cloth- 
ing in a humid climate. 
4. These containers have what is LEATHER-LIKE 
needed—wear resistance and VERTICAL FILE 
coppeocrance. 











LEATHER-LIKE 
EXPANDING FILE 


LEATHER-LIKE 
EXPANDING WALLET LEATHER-LIKE SUPER POCKET 
(With GLYD-LOC or tope tie) “The All-Purpose File’ 


From the very first item to the present line of over 3,100 stock items, we have concentrated on craftsmanship and 
the finest quality and grades of raw materials, making our line an outstanding quality line. We have 5 separate 
factories for your protection and added service. Write for our catalog. We also invite your inquiries for 
specially made products. 


THE Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 











than five eon 


WITH FACIT! 


\\ I, \\S With Facit — the world-famous Swedish, 
\ ; : fully automatic calculator — you can cal- 


culate 5 to 10 times faster than by ordinary 
Calculate with your left hand. methods. Anyone can calculate anything, 
Write with your right. thanks to Facit’s simplified easy-to-learn 
10-key system. Touch-operate with the 
left hand, and check with the right. A 
Facit very soon pays for itself because it’s 
the least expensive machine in its class. 
Save money and energy — calculate with 
a Facit. 


AKTIEBOLAGET ATVIDABERGS INDUSTRIER 


CALCULATOR moe IN sweven 


World’s most exported calculator 
FACIT INC., 500 FIFTH AVE., NEW YORK 36, N. Y. 
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less active 
records 


wrong way 


Records thrown on shelves are hard to 
find, collect dust and take up 50% 
more room. 








SANITARY BASES 


LETTER SIZE $355 
y LEGAL SIZE $435 
FOLLOW CC 
BLOCKS : CHECK SIZE $240 


9O¢ ADDITIONAL 
Made for ony size file 








PRONTO FILE CORPORATION 


285 Madison Avenue New York 17, N. Y. 








right way transfer to Pronto 


Records in Prontos can be located in Save money, transfer into low cost 


a jiffy . . . stay neat and orderly. Prontos and use your expensive cabi- 
Doubles your filing space. nets over again. 


storage files 


There is a size made for every office record. These Pronto 
files are sturdily built of 275-lb. test fibre board, reinforced 
with steel on the shell and the four corners of the drawers 
as well. They cost no more than ordinary files! Can be in- 
terlocked into solid units and stacked to the ceiling. Beauti- 
ful in appearance, finished in olive green to match your 
regular office files. Will last a lifetime. 








Prices slightly higher in Texas, 
Colorado and West of the Rockies. 





PRONTO FILE CORPORATION 


285 Madison Avenue New York 17, N.Y 
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just ahead lies the answer 
to office efficiency... 


Take the steps now that lead to any of the 
modern QUEEN plants in Chicago, Atlanta 

or Garden City where the nation’s most wanted 
and finest duplicating supplies are manufactured 
with care and understanding for the needs 

of today’s business firm. 


The most cordial of invitations is extended to 
you to visit any QUEEN plant. By doing so, 
you're headed in the right direction for 
streamlined office operation and, of course, 
streamlined profits. 


pS Ty 
RIBBON & CARBON CO., Inc. 
1055 Stewart Ave., Garden City, N. Y. 


SS” 


Manufacturers of: 


@ INKED RIBBONS @ CARBONIZED ROLLS @ MASTER UNITS (PLAIN & PRINTED) 
@ CARBON PAPERS @ SPIRIT & GELATIN CARBONS 


FACTORIES: GARDEN CITY, N. Y. © CHICAGO, ILL. ¢ ATLANTA, GA. 
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‘| never dreamed figuring was so simple as on a Marchant. 


‘Take multiplication...getting the answer is easier than writing it down. 


‘‘My Marchant multiplies automatically and with one less step 
than other calculators. 


‘‘What’s more, it’s the only calculator where | can check all my figures — 
multiplicand, multiplier and the answer— at the end of the problem.” 


MARCHANT esr x 


The MARCHANT MAN in your phone book is ready to 
show you, on your own work, that MARCHANT is the 
simplest calculator to operate, yet delivers the highest 
figure output. Call him or mail this coupon with your 
business letterhead to get your FREE... 


Guide to Modern Figuring Methods 
INtustrated Booklet about Marchant Calculators 


MARCHANT CALCULATORS, INC. - Oakiand 8, Californie 


MARCHANT’S MANY 
EXCLUSIVE FEATURES 
INCLUDE: 

*“‘Push-Button”’ 
Multiplication 
One-Hand Keyboard 

Control 
Complete Three-Dial Proof 











TAG ae 
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It’s not just a wastebasket 
it’sa... 


VOCOT 


TRADE MARK 


When you buy Vul-Cots, you are getting more 

thana mere receptacle for holding waste paper. 

You are buying economical waste handling, 

for years. Every Vul-Cot you purchase carries 

with it a 5-year guarantee. Cut your mainten- 

ance and replacement costs—end your waste New Square Top—2A 
handling worries now—just say Vul-Cot. 

The two Vul-Cots illustrated are new in the line. All Vul-Cots are 
made of hard vulcanized fibre, they look better and last longer. Colors 
do not chip off; double rolled tops do not break. They are light- 
weight, noiseless... exclusive bonded seam construction gives added 
strength. Vul-Cots do not crack, splinter, dent, rust or corrode. 
Standard colors: maroon-brown and olive-green. Write today for 
catalog price sheet—Dept. O-1. 


For Sale by Stationers and Office Supply Houses Everywhere 


NATIONAL VULCANIZED FIBRE CO. 


Wilmington - Delaware 
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No more digging through the files for me... | keep 
NOW. _ i have photos and clippings handy in my Victor Ideal Scrap- 
book .. . and indexed with Mak-Ur-Own Index Tabs, 


clippings and they can be referred to in a jiffy. 


THE NEW VICTOR IDEAL SCRAPBOOK can be a help 
in your office, too. Full range of sizes fits every need. 


photos at my High-quality paper takes ink perfectly. No-bulge 


construction allows for greater capacity; refills are 


Fingertips / always available at your stationer. 
© 


FAMOUS MAK-UR-OWN TABS come in 6-inch strips 
that can be cut to fit any index, in three extensions 
for 1, 2 or 3 lines of indexing and in seven distinc- 
tive colors. Ask your dealer about these two prod- 
ucts . . . put them to work in your office today. 


THE NEW VICTOR IDEAL SCRAPBOOK 
AND VICTOR MAK-UR-OWN INDEX TABS 


THE VICTOR SAFE AND EQUIPMENT CO., INC. 


a 
ies] North Tonawanda New York 
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NEW! THE BIG THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases 


Ist: 


2nd 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an |.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-lb. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. 


MAIL TODAY Please send Free, without any obligation, samples as above to: 
PLEASE | 


Street 


THANKS 7 


Signed_ 
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for extra economy 


at no extra cost! 
i 


MERCURY-LITH ROLLERS AND BLANKETS 


for Multilith printing machines 


MERCURY-GRAPH ROLLERS 


for Multigraph duplicating machines 





You don’t pay a penny extra for the deluxe features 
of these rollers and blankets. They give you extra 
mileage, reduce press adjustment time, and provide 
substantial savings on paper and ink spoilage. This 
superior performance results from the fact that 
Mercury Products are built to the same standards as 
the rollers and blankets for the largest commercial 
printing and offset presses. 


RAPID ROLLER COMPANY 


D. M RAPPORT Pres Federal at 26th Street CHICAGO 16 
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Fact: Average life-span in the U.S.A. 
is 67.6 years. The estimated average expect- 
ancy for the rest of the world is 44 years. 
The Bureau of Labor Statistics estimates 
U.S. life expectaney at 74 by 1975. 
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Question: Who worked out the 


plan under which this was achieved? 








Answer: No one. It is the result of 
a process, not a plan. It came about largely 
through the American process of vigorous 
competition to provide life-saving new 
medicines, proficient doctors, modern hos- 
pitals, better shelter, abundant food sup- 
plies and machines that reduce work-effort. 
The average man-hour of work in 1951 pro- 
duced 3'o times as much goods as the aver- 
age man-hour in 1900. Hence, the same 





process is responsible for more leisure to 
enjoy longer life. Competition compels 
wider distribution, increasing productivity 
and better products, thereby improving 
and extending our individual lives. 








THIS REPORT ON PROGRESS-FOR-PEOPLE is published by this magazine in cooperation with 


National Business Publications, Inc., as a public service. This material may be used without credit. 


THE COMPETITIVE SYSTEM DELIVERS THE MOST TO THE GREATEST NUMBER OF PEOPLE 
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EYE EASE GREEN FINISH 
FINGER EASE KEYTOPS 
MODERN DESIGN 
COMPACT 


CAPACITY CHOICE: 
8 TOTAL 9 
10 TOTAL 11 


ALL ELECTRIC 


WORLD WIDE SALES 
AND SERVICE 


PRECISA 

EXCLUSIVE RECALL 
KEY IS THE GREATEST 
ADDING MACHINE AD- 
VANCEMENT IN THIR- 


PRECISA 

ENGINEERS WORK 
WITH ONLY ONE GOAL 
IN MIND: TO BUILD 
THE WORLD'S BEST 
ADDING MACHINE, 


THE PRECISAIs 
WITHOUT EQUAL. 
CALL TODAY FOR A 
DEMONSTRATION TO 
SEE FOR YOURSELF 
WHAT PRECISA EN- 
GINEERS HAVE DE.- 
VELOPED FOR YOU! 


QUALITY - INTEGRITY 


PRECISA CALCULATING MACHINE CO., INC. 


375 WEST FOURTH SOUTH, SALT LAKE CITY, UTAH — P. 0. BOX 1557 
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Reduce Clerical Turnover! 
Save Yourself Money... 
with ROL-DEX* by Watson! 


established 1887 


ROL-DEX installation in the office of Service Pipe Line Company, Tulsa, Oklahoma. 


Clerks do more work with ROL-DEX by Watson than when using ordinary filing 
equipment but aré not as tired at the end of the day. There is no walking, 


stooping or squatting. Records roll to the seated operator. Investigate ROL- 
DEX now! 


*Pat. and Pats. Pending 


See ROL-DEX at the s WATSON MANUFACTURING CO., Inc. 
Rol-Dex Division, Dept. O-4 
Jamestown, New York 


OMAC Convention — 


Please send me information about ROL-DEX record units. 
P Cc 

Chicago, March 2, 3, 4, 5 

N 


ame Title 


Conrad Hilton Hotel St Zone 


City State 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 
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When competition gets keen... when buy- 
ers compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard: 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 


PETER J. 


Mills at: 


Elizabeth & Spotswood, N. 


LARGEST SPECIALIZED PAPER 


SCHWEITZER, 


J. 


LABORATORIES IN 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 

Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address inquiries to Elizabeth, N. J. 


THE UNITED STATES 
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that mean MORE PROFITS to you... 
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copeoOet th Klean Write 
\ Sa 


SELLS 


Alean White 


A new development that sets a 

new standard for sharpness of write 
that produces mimeographing that 
compares favorably to offset printing 
. and that will enable you to get 
the bulk of the quality stencil 
business in your territory 


Alcan Write 


NYLON ribbons 


At last a Nylon typewriter ribbon 
with super absorbency . . . that 
combines the best in silk and cotton 
ribbons . . . that writes sharper and 
wears longer than any other 
material . . . and that will bring 
you new accounts because 

they will sell themselves. 


— 


| ean Write 


Qe 


Manufacturing 


Know-How 








Let us tell you about 
‘Your Operation 


WE KNOW 
WAYS YOu We don't pretend to know everything about the stationery busi- 


ness, but we do see quite a bit of the carbon paper end. So we 


CAN CUT hazard this guess: 


Though you do pretty well with carbon paper, you've got 
a feeling you could do lots better —if you didn’t have to carry 
all that inventory. All those brands, all those weights, all those 
“writes”— more of everything than you can keep up with! 


And let us tell you more about your operation. All the com- 
plications that go with the kind you may have “always bought” 
make it tough for your sales staff to sell carbon paper. And result 
in plenty of customer-fussing, store-hopping, and time-consum- 
ing follow-up calls. 


ieninip te eibanet, For all that there’s now a cure. Flagship — the revolutionary 
not just curl-resistont new line with the patented metallic back — has created a whole 

itemmdads cnsitiaved: new concept of carbon paper merchandising. Because of its 
means extra wear, easier Special construction, Flagship has working, handling and last- 
handling ing qualities that delight everyone who tries it. And a versatility 

‘tenes. that permits you to fill every customer need — with perhaps half 
permanent copies the stock you're carrying now! 


* Flagship allows smudge- Sound like something you'd like to know all about? You bet! 
less erasures The lower-inventory, richer-profit Flagship line is sold only 
through protected dealerships. For the whole story, and to find 

out if there’s room for you aboard, put a letter in the mail today. 


CARBON AND RIBBON MANUFACTURING CORPORATION 
General Offices and Factory: 165 Duane Street, New York 13 
Western Office & Warehouse: 3404 So. Main, Los Angeles 7 
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METAL-LUX LINE 


America’s de luxe metal chair line now gives you 
more to sell with these outstanding new numbers. 
They live up to MILWAUKEE'S reputation for creating 
that “selling look,” and, of course, they embody 
all of MILWAUKEE'S superior comfort and construction 
features. Your metal chair sales will show a 
definite boost when you stock 
and display these all-new, 


user-appealing numbers... 


The complete MILWAUKEE 
METAL-LUX line is a solid 
selling success. If you haven't yet 
shared in METAL-LUX profits, 
get the full details today. 


Write for complete descriptive literature 


MILWAUKEE METAL FURNITURE COMPANY 


120 S. La Salle Street, Chicago 3, Illinois 
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Why It Takes Less Effort to 
Do Your Work Faster on a Clary 





EASY TO USE, nothing to learn! 
Hand-span keyboard is laid out like 
a ledger page, and motorized control 
bars are plainly marked with symbols 
they print. Nothing to carry in your 
head, problems and answers printed 
on tape. 


\a sll 


UNRETOUCHED PHOTOGRAPHIC MOTION STUDY of a 

moving hand, adding 3 large figures on Clary, shows how 

the world’s fastest adding machine eliminates 75% to 80% 

of the hand movements required by ordinary machines. NEW ROTARY ACTION enables the 

Notice how the Clary’s extra “add” bar at the bottom puts Clary to spin out answers as much as 

your thumb to work. This lets you enter each group of 48% faster than other machines. Swift, 

figures simultaneously—with just one touch instead of four silent wheels replace the usual grind- 
; : ‘ ; ing, back-and-forth action that’s so 

or five. And the all-electric Clary adds, subtracts, multi- alow and nosey. Rotary action susans 

plies, divides at the rate of 188 operatidns a minute—faster longer life, too. 

than your eye can follow. 


Look for a Clary Representative 
in the phone book yellow pages. 


Clary does your work faster 


Manufacturer of Adding Machines and Bookkeeping Cash Registers 


FREE — Helpful booklet—“Time, People and Equipment” is packed with management ideas. 
CLARY MULTIPLIER CORPORATION, Dept. 0-13, 408 Junipero Street, San Gabriel, California 
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WuErRE it counts! 


At the end of the business day for 
an office, store, or bank ... at the end of 
a shift in factories, or after a business 
day in theatres, restaurants, amusement 
places... the Tickometer not only saves 
the time and work of hand counting— 
but it makes results available faster. 

This counting and imprinting machine 
is wholly automatic, counts almost any 
paper item—from coupons to currency— 
at 500 to 1000 per minute, eight to ten 
times faster than even experienced 
personnel can count by hand. And it’s 
so accurate that banks trust it to count 
currency and checks. 


= PITNEY-BOWES 


Tickometer 


Counting, Imprinting Machine 


Made by the originators of the postage meter 
... Offices in 93 cities in U. S. and Canada. 
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Thousands of firms use Tickometers 
to count sales slips, invoices, tags, job 
tickets, coupons...Whole or partial 
counts are recorded on visible registers. 
And the Tickometer can be equipped 
to rubber stamp, imprint, date, endorse, 
code and cancel. 

Rented, not sold, the Tickometer 
needs no investment...and Pitney- 
Bowes nationwide service is available 
at 199 service points. Ask the nearest 
PB office to give you a demonstration 

or if you want more information, send 
the coupon for free booklet! 


SSeS eeaaaaa 
PITNEY-BOWES, Inc. 
3453 Pacific St., Stamford, Conn. 
Please send illustrated 


Tickometer booklet to: 


Name 








A ROSE know-how’ 


makes a world of J/FFERFEV 


& % 


Really scientific achievement is considered 
accomplished only after timeless research 

. . and indefatigable testing. ROSE 
Products are produced that way! Labora- 
tory tested ... proven . . . dependable. 
Rose Products are dependable because 
they rank highest in performance and 





satisfaction. 





Specialists in the manufacture of: 


MASTER UNITS (Plain and Printed) 
SPIRIT CARBONS 

HECTOGRAPH CARBONS 
Hektowriter Rolls 

Also Duplicating Fluid and Hand 
Cream 


REISE ee 


General Offices and Factory...Harrison, N. 3: A 


J 
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* troducing THE NEW 


SEM ACCOUNTANT CLASS" 


Universal 


Cash Registers 


With 6 exclusive features: 


e }2-item autographic detail strip. 
e All totals printed. 
¢ Auxiliary cash drawer. 
e Ticket issuing. 
¢ Accountant's total bank slip. 


® Accountant’s cash drawer total. 





Liberal Open Account 


To Approved Dealers 


UNIVERSAL CASH REGISTERS 
95-99 Mansfield Road, Nottingham, England 





U.S.A. Distributor: 
- K. MeGOURTY, 140 West Main St. 
Patchogue, N. Y. 
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Cash in BIG with these two 
BIG aces of the business machine field 


Here’s a selling “hand” you won't want 
to miss. 


The business machine field is expanding 
steadily and we're expanding our organization 
with it. 

So now —for the first time —we offer you an 
attractive dealer franchise. And with it 
two of the most popular, fastest-selling, 
profit-packed lines you can handle —the 
famous Monroe Adding Machine and that 
other universal business favorite, the 
Monroe Calculator; both with full 
keyboards, both in hand and electric models 
and in all capacities. 

A 3¢ stamp and the coupon below could be 


a real profitable investment for you. 
Fill it in and mail today. 


\ 


MONROE ” 


CALCULATING AND ADDING MACHINES 





MONROE CALCULATING MACHINE COMPANY, INC. 
Dealer Sales Division, Orange, N. J. 
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LEFT — Velvet Touch” 
Electric Model 410 
Monroe Adding Machine 


Monroe Calculating Machine Compony, inc 
Dealer Sales Division 
555 Mitchell Street, Orange, N. J 


I'd like to learn more about the profit-making opportunities 
in Monroe machines. 

NAME 

COMPANY 


STREET 
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/ Mr Dealer’ 


our heart 


belongs to , 
/ 


YOu » 


- 
m 





_—— —x_—_ == 
Mr. Dealer . . . you are our first considera- 
tion . . . we cater to your needs by supply- 
ing you with YOUR OWN BRAND of Carbon 
Paper, Inked Ribbons and Carbonized Rolls. 


And here’s how YOU benefit . . . STORMS 
furnishes the packaging and imprinting of 
these items with YOUR OWN BRAND NAME 

- so that you can successfully compete 
with other brands. In this way YOU control 
the distribution, sale and repeat sale of these 
items. 


STORMS produces the finest grade merchan- 
dise, based on experience of over half a cen- 
tury ... and is equipped to furnish you with 
a complete line of Carbon Paper, Inked Rib- 
bons and Carbonized Rolls. 


Dealers all over the country are now success- 
fully using the STORMS PRIVATE BRAND 
PROGRAM. It will pay you to investigate 
this plan today. Please use the coupon for 
complete details . . . or write on your letter- 
head to Department 01. 





H. M. STORMS COMPANY 
Storms Building, Brooklyn 38, N. Y. 


Gentlemen 
MANUFACTURERS OF We ere interested in the STORMS PRIVATE BRAND PROGRAM 
Please ; mples 


tend us complete information ond se: 


THE COMPLETE LINE... 
“snc” STANDS THE TEST OF TIME Nome 


H. M. STORMS COMPANY aa. 


STORMS BUILDING 
BROOKLYN 38, NEW YORK vie 

















@carbon paper *¢inked ribbons ¢ carbonized rolls 
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SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 











Vi \ | 
U U / 


21 WEST STREET, NEW YORK 6, N. Y. 

















TELEPHONE HANOVER 2-5425 
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The ample acceptance of this unit 
of the Kraft Rotary File System is 
due to the ease with which it can 
be written on the cards without 
taking them out, a fact which makes 
misfiling utterly impossible. As an 
added advantage this type of cabinet 
affords ample visibility on both sides 
of the cards. Its clean-cut lines are 
an asset to the general appearance 
of your office. 


Made in three types: 


TD 3550 (5.000 cards 3x5") 
TD 4640 (4.000 cards 4x6") 
TD 5830 (3000 cards 5x8") 


Dealers: Your territory may still be 


open for representation. Write for 
complete information. 


GUILLERMO KRAFT LTDA. S. A. 
Reconquista 319/27 Buenos Aires, Argentina 


file 
on wheels! 


Pat. Reg. the 
World Over 


PRACTICAL 


RELIABLE 


COMPACT 
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YOUR OFFICE MACHINES... AT WORK OR AT REST... 


are SAFE on 


TIFFANY STANDS 


Feature after feature give Tiffany Stands 
strength and sturdiness not found in any 
other office machine stand. 








The deburred-edge angle and chan- 
nel steel construction is reinforced 
by ten welded corner braces. Heavy 
metal foot castings cover the retract- 
able casters forming a solid base. 
Tiffany Stands are practically im- 
possible to knock over accidentally 
. . . costly office machines are SAFE 
with Tiffany. 
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CHURCH SCHOOL ADDRESS-0- MUSIC. STAFF 
REGULAR PLIO FILM BULLETIN BULLETIN LABEL DIE-IMPRESSED 


For the best in quality stencils it's Speed-O-Print’s Sovereign Brand. The uniformity 
maintained eliminates distortion of type characters and stylus work. Takes corrections quick 
and easy. The durability of Sovereign stencils assures thousands of clear, sharp copies. All 
are accurately top-printed and sealed in moisture and oil-proof wrapper for protection. The 
non-glare, dull velvet coating provides excellent visibility and prevents eye strain. 


The various top-printings end all guess work as to proper margins and positioning 
whether it's a regular form .. . double page . . . 2 or 3 column bulletin . . . address-o-label 
. or music sheet. 


Sovereign Stencils are available in sizes and styles to fit all makes of duplicators. 
When you buy SOVEREIGN .. . You sell the BEST. 


SOVEREIGN GRADE A BLACK INK 


Sovereign ink flows freely giving moximum number of faultless copies 
of consistently sharp, clean cut impressions. Reproduces a beautiful rich 
black that will not fade or deteriorate. Available in one or one-half pound 
cans, 


SOVEREIGN FAST DRYING INK 


A non-smudge, quick setting, fast drying 

ink thot reproduces sharp, legible copies. 

Especially good for quick handling of two- 

P sided duplicating. Available in one pound 
, ’ ’ an A ns only. 
SPEED/O PRINT sae 

/ J ALL SPEED-O-PRINT INKS HAVE AN OiL 

BASE AND ARE FOR USE WITH OPEN OR 


(ba che 7@ lie W CLOSED CYLINDER. WILL NOT DAMAGE 
: STENCIL OR CYLINDER. 


SY 


1801 W. LARCHMONT AVENUE Write FOR OUR 
CHICAGO 13, ILLINOIS DEALERS CATALOG 


SPEED-O-PRINT (CANADA) LTD. » 3555 HOCHELAGA ST. * MONTREAL 
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COLITHO BUSINESS SYSTEM 
SLASHED ORDER HANDLING 
COSTS FOR CONSUMERS 
COOPERATIVE ASSOCIATION 


hams 


s Gives customers up-to-the-minute information 


* 


Wherever paper work requires more than 
one legible copy, a Colitho Business Sys- 
tem can be used to speed the operation, 
eliminate transcription errors, and cut 
clerical cosis. Colitho paper offset dupli- 
cating plates, plain or pre-printed, can be 
incorporated in single, multiple part, flat 
p-ck or roll forms. Colitho Business Sys- 
tems provide for variables and blockouts, 
deletions or additions. Partial informa- 
ticn can be added at any time. All busi- 
ness paper work lends itself to simplifica- 
tion through a Colitho System.* 

Kegardless of the kind of business you 
are in, Colitho Systems offer time and 
money savings in purchasing, manufac- 


a4 


Increased sales 
Cut billing time one-third 


Reduced clerical costs 15% 


turing, distributing, selling, billing and 
accounting For more information, write 
to us! 
*Where spirit duplicating equipment is 
used, the same results can be obtained 
with a Columbia Ready-Master System. 
Colitho Division 
CoLuMBIA Rippon & Carson Mee. Co., Inc. 
601 Herb Hill Road, Glen Cove, New York 


OFFSET DUPLICATING 
PLATES AND SUPPLIES 
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NE 
Books | 


4 TREASURY OF COLLECTION LETTERS AND 
IDEAS by Bernard L. Trippett. Universal 
Business Service, Greenwood, Miss., pp. 71, $2. 





Sample letters to cover 
every collection situation and a ‘‘magie’’ 
method of five stages: memorandum, at- 


tention, gradient, insistent, 


Other problems covered are the unearned | 
use of | 


discount, debtor trading elsewhere, 
color in collection notices and stunts. 


PUBLIC 
PLOYEES: 
S. Ruhl. 
32, $2. 
Published to help governmental em- 

ployees develop better public relations. 

Points out how to be sure to do the kind 


Civil Service Assembly, Chicago, pp. 


of work which the public thinks well of, | 
public | 


and how to find ways to let the 
know and understand this work. 


National Fore- 
Conn., pp. 24, 


THANK YOU by 
men’s Institute, 
20 cents. 


Dale Carnegie. 
New London, 


Outlines eight reasons for courtesy in 
the employee’s business and personal life 
and why courtesy is important in creat- 
ing good will for his company. Twelve 
rules are offered for developing better 
habits of courtesy. Lllustrated with ear 
toons, 


AC ot NTING. 
Washington, 


one MENT OUTLOOK IN 
1, S, Government Printing Office, 
D. C., pp. 32, 20 cents. 


fields of em 
qualifications, 


relating to 
and 


Information 
ployment, training 
conditions, and 


Ask for 


earnings and working 


employment trends and outlook. 
Catalog No. L 2.3:1048, 
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practically 


coercive. | 


RELATIONS FOR GOVERNMENT EM. | 
1N ACTION PROGRAM by Eleanor | 


a TOP HAT 
doesn't make 
a man 
out of a monkey... 


BE SURE YOU GET 
THE ORIGINAL 


ERASERSTIA 


Putting a wood case around 
an eraser doesn't make it an 
EraserStik. It has to have the 
EraserStik name on it. 


We INVENTED — ond 
still produce—the world’s 
finest pencil-shaped eraser. 
Cleans quick and slick because 
it has the famous A. W. Faber 
erasing stock. Erases pencil, 
ink or typewriting without 
digging into the paper. 
Sharpens with knife or me- 
chanical sharpener. Typists, 
clerks, bookkeepers and 
accountants are crazy about 
EraserStik. 


VICE) U.S.A.7O99 


TIK GLE v.5.0.7099 B 





If your own Dealer 
doesn't carry EraserStik, 
please write to us direct. 





FaBER GRASER 





*RASER 


‘ 


AW FABER-CHASTELL 


PENCIL COMPANY, INC , NEWARK NJ 








Cuts Fhotocopy lime To 


SECONOS 


AMAZING 
NEW 
PORTAGRAPH 
TRANSCOPY 





Portable ...simple to operate... 
Inexpensive to use! 


Transcopy is your answer to improved photocopying without time- 
consuming processing. Transcopy gives you, in seconds, a finished, 
photo-exact positive copy of any office record regardless of type or 
color. Best of all, anyone on your office staff can do the job without 
previous photographic experience. 


GET THE FULL STORY ON TRANSCOPY 


ROOM 1623, 315 FOURTH AVE. 
REMINGTON RAND INC, "00M62.215 Four 


Please send me free booklet P-334 describing in detail this great new unit. 


Name Position 








Firm 





Address 











Se en er er ee a ae 
bas ee ae we se ee ee 


= 
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Personnel Planning is Critical 
When an Office Mechanizes 


EDWARD W. JOCHIM 


President, Society for Advancement of Management. 
General Manager, Personal Products Corp., Chicago. 


IKE all other members of manage- 

ment, office managers are facing ever- 

increasing challenges. The workload 
is ever increasing, yet the economics of 
today’s business demands sharply re- 
duced costs. More detailed and ae- 
curate reports are needed quicker, yet 
in many areas there is scarcely enough 
personnel applicants to get the work 
done at all. 

These difficult conditions have tended 
to aecelerate the long term natural trend 
to apply the basie principles of scien- 
tific management to our office work, too. 
Good work has already been done in 
work simplification, doing the work the 
one best way, eliminating unnecessary 
work and duplication, and installing in- 
centives. This has alleviated but has 
not solved the problems. The next natu- 
ral move is a much greater mechaniza- 
tion of office work. 

Any major change, such as mechaniza- 
tion of office work, requires thorough 
long and short range planning, thor- 
ough overall and detailed planning. The 
types of work that can be advantage- 
ously mechanized with equipment now 
available must be determined. The 
equipment that can best handle the work 
to be mechanized must be selected. Oec- 
easionally we find mechanization being 
done a step at a time by placing a ma- 
chine where there was none, or replacing 
an old machine with a more efficient 
one. This piecemeal procedure without 
the essential overall long range planning 
will never produce the necessary results. 
It could even cause higher costs. 

We have learned through hard experi- 
ence that in any major change, such as 
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office mechanization, the personnel plan- 
ning is the most difficult and eritical. We 
must never, tor example, assume unani- 
mity of knowledge, forward thinking and 
opinion, even among the management 
group. It is doubtful that complete 
unanimity is necessary or even desir- 
able. The price of complete unanimity 
is usually a compromising that would re- 
duce the end result and is, therefore, un- 
acceptable. It is still important to know 
the degree of disagreement because this 
must be provided for in the planning. 
Successful mechanization requires 
fewer but more skilled, and therefore 
more highly paid, employees. Decisions 
must be made about the displaced em- 
ployees beforehand. The optimum way 
is to absorb them through turnover or 
expansion. As other positions are so 
readily available, even separations are 
not too much of a dislocation to the em- 
ployee at this time. However, if sepa- 
rations are necessary, will there be a 
technological displacement allowance 
and, if so, how much? Training pro- 
grams for the remaining employees must 
he initiated sufficiently in advance so 
they will acquire the new skills required 
by the time these new skills are needed. 
The most careful consideration and 
planning must be given to the overall 
“climate” and the effect of the change 
on it. When employees are in continu- 
ous intimate contact on manual opera- 
tions, under reasonably favorable condi- 
tions, a desirable climate develops. 
Friendly atmosphere, cooperative spirit, 
group loyalties and pride are invaluable. 
This will all go by default during and 
after a major change unless the planning 
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has made ample provision to maintain it 
during the always difficult transition 
period and to maintain it afterwards 
under more unfavorable conditions. Par- 
ticular attention must be given to satis- 
fying the basic human needs for a sense 
of belonging and of being important. 

In planning for changes, it is always 
best to go back to fundamentals to in- 


sure the soundness of our planning. 


Fredrick Winslow Taylor some 50 years 


stated the four fundamental laws 
of scientific management as: (1) the 
development of a true science; (2) the 
scientific selection of employees; (3) 
their scientific education and develop- 
ment; (4) intimate, friendly cooperation 
between the management and the em- 
plovees. The suecess of our work is in 
direct relationship to the degree that we 
intelligently apply these four funda- 
mental rules governing our work. 


avo 


Realistic Thinking Will 
Solve the Help Shortage 


HORACE G. CROCKETT 


President, Assn. of Consulting Management Engineers. 
Senior Partner, McKinsey & Co., New York. 


NE of the most serious conditions to 

afflict industry in recent years 1s the 

growing shortage of clerical help. 
It is a situation that becomes more eriti- 
cal as time goes on. I know of no single 
cure-all for the malady. I how- 
ever, caution office management against 
procrastination in attacking the prob- 
lem, in the hope that some mechanical 
marvel is about to turn up and resolve 
all their difficulties. I believe that aware- 
ness and analysis of these problems, and 
unremitting efforts to solve them realisti- 
cally are the closest office management 
ean come to a solution for the clerical 
shortages of today. 

Let us take a brief look at the prob- 
lems facing office management. We are 
now in a defense economy, enjoying a 
period of full employment. Statistics 
reveal that only about one million of our 
“working” population is presently un- 
employed. Industrial employment. has 
increased by more than 14 millions in 
the past 12 vears. Lack of available 
manpower will offer a serious challenge 
to our government, should the so-called 
cold war suddenly become hot. It is 
posing an immediate problem to  busi- 


can, 
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ness, calling on all the ingenuity that 
management can muster to continue to 
operate successfully. 

As our defense needs increase, private 
industry finds itself in direet competition 
with the government in the dwindling 
labor market. The number of govern 
ment employees, federal, state and loeal, 
has inereased by more than 60% since 
1940. As production continues to climb, 
the salary of the office worker seems less 
attractive than incentive or premium 
payment plans in effect in the factory. 
Even though all salaries have been rising, 
those of clerical and office workers are 
still substantially lower than those of 
the factory worker. For example: aver- 
age weekly earnings for office oceupa- 
tions in four typical large cities in 1951 
ranged from a low of $33.50 to a high 
ot $74.50 while those for production 
workers in durable-goods manufacturing 
in the U. S. ranged from $44.10 to 
$89.17. When employment is high and 
jobs are plentiful, the grass on the other 
side of the fence appears a lot greener 
and office management is faced with a 
period of high clerical turnover and all 
the expense and headaches that aceom- 
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pany training new help. 

At the same time the workload in the 
office has increased substantially. The 
government has found it necessary to 
establish various controls and regula- 
tions to which industry must adhere. 
This has meant developing procedures 
for maintaining required records. The 
vast expansion in plant and _ payroll 
geared to meet production’s needs is 
another factor causing greater work vol- 
ume in the office. National production 
figures have grown by more than 120% 
since the end of the World War IT with 
a corresponding increase in sales and 
paperwork. 

How can office management continue 
to be responsible for handling an ever- 
increasing workload in a_ steadily de- 
creasing labor market? Some are say- 
ing the answer lies in utilizing new and 
better machines to supplement dwin- 
dling manpower, and it is true that this 
may be a partial answer. The contribu- 
tions that the office machine and equip- 
ment industry have made in the last 
decade cannot be overestimated. 3usi- 


ness has benefited significantly from the 
stiff competition in this field which has 
resulted in major technological improve- 


ments. But the sober truth is that we 
cannot expect miracles from machines. 

The visions of some enthusiasts of the 
office of the future—devoid of human 
life, filled with batteries of electronic 
devices performing with the speed of 
light what heretofore had been time- 
consuming ¢lerical activities—are, after 
all, still only visions. It is generally 
accepted that computing devices which 
were designed primarily for the solution 
of scientific or mathematical problems 
have little direct application to business 
activities. Until the electronics indus- 
try, which has mushroomed in the last 
six years, learns the specific needs of 
business; and until business, on the other 
hand, appreciates the capabilities and 
limitations of these truly amazing ma- 
chines, the prospect of the speedy and 
complete mechanization of our offices 
is indeed remote. The application of 
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electronics in the office is promising, but 
we cannot overlook the fact that the 
promise it holds is in the future. 

We must, of course, take full advan- 
tage of all the tools and aids that are 
now avaliable for combating the prob- 
lems that face us; and keep informed 
of current developments, so that when a 
new device has proved its merit, we ean 
take advantage of it. But office manage- 
ment should permit no slackening in 
constant efforts to maintain day-to-day 
efficiency because of any half-formed 
idea in the back of the mind that to- 
morrow all office problems will be solved 
with one of those new electronic ma- 
chines. 

What, then, can office management do 
to maintain and inerease efficiency? 
First, they should satisfy themselves that 
optimum results are being obtained from 
present personnel and equipment. In 
one respect the universal shortage of 
clerical help has had a salutory effect on 
business: it has induced constructive 
thinking. In the past, when work vol- 
ume had increased, the easiest solution 
might have been to engage another pair 
of hands. Today those additional hands 
are not available. Today’s solution 1s 
to make work measurement studies in 
our offices, compare the results with ac- 
cepted standards and then seek out the 
proximate causes of inferior perform- 
ance. The next step is to determine 
how to eliminate poor performance. Al- 
though there is rarely a best way to do 
anything, there is invariably a_ better 
way. This better way can be found by 
conducting procedures analyses in of- 
fices to provide the needed data for 
setting up work standards. 

Office management must be able to 
evaluate the need for changes in methods 
and procedures. If they have not done 
so, they must develop costs for each ae- 
tivity performed in the office. They 
must know how much is being paid to 
process each sales order, prepare each 
invoice, or compile each report. They 
should not recoil from the price tag on 
a new machine or piece of equipment, 
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but should recognize that the initial ex- 
pense may be more than offset by re- 
current savings in time and money. 
These are some of the questions that 
office management must answer in the 
face of dwindling manpower. In them- 
selves they do not add up to a cure-all 
for office ills but, if our honest answers 
to these questions compel us to take 
action, then they can come very close to 


it. If we continually examine and re- 
vise our procedures and methods, ask- 
ing ourselves why and how we do things; 
if we are always on the alert for the 
better way, applying ourselves to the 
problem in a realistic, down-to-earth 
manner; then I feel confident that dur- 
ing this year we can at least hold our 
own against problems of clerical short- 
ages and even overcome some of them. 


Low Depression Birth Rate 
Cause of Worker Shortage 


J. BROOKS HECKERT 


President, National Assn. of Cost Accountants. 
Professor of Accounting, Ohio State University, Columbus. 


ODAY the office manager has one of 

the toughest jobs in industry. The 

problem of staffing our offices to 
‘varry the tremendous burden of record 
keeping, statistics, correspondence, ete., 
necessary to meet the demands of our 
modern economy, is a serious one. To- 
day we have eight million office workers 
as compared with two million before 
World War I. 

Depression babies are now graduat- 
ing from high school and_ business 
schools and going into the offices. It is 
too bad there is a shortage of them. 
There just weren’t enough babies born 
during the early thirties to meet the 
present demand for office workers. Ac- 
cording to the latest census figures this 
situation will exist until 1958 or 1960. 

This is also a transitional period for 
women in business. Currently the young 
girls are more interested in getting mar- 
ried than in a business career. The 
trend is to early marriages and larger 
families. However, the demands of 
modern living and inflation, in many 
cases, make it impossible to live on the 
husband’s income. The result is that 
55% of the women working are mar- 
ried, with a medium age of 37. 
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The job of running an office would not 
be so difficult if the shortage of help 
were the only problem. However, the 
office manager often finds him or her- 
self asking, “Is it too much to expect 
that a girl, hired from high school as 
a typist or stenographer, along with be 
ing able to type the required number of 
words per minute, should be also able to 
spell, punctuate, set up a letter, and 
have legible handwriting.” We cannot 
blame the schools entirely. There has 
been a lack of coordination between 
business management and the schools. 
The teachers would be able to give the 
pupils a broader knowledge if they 
themselves had a better understanding of 
the demands and requirements of the 
business office. 

Another problem is wages. Manage- 
ment in too many cases has not seen fit 
to give office workers salary adjustments 
in keeping with increases granted to fae- 
tory workers. The result is that many 
offices find themselves with a wage freeze 
below the going rate and they are unable 
to secure help in the competitive market. 
In such cases the office or personnel 
manager has no alternative than to hire 
untrained, or “the bottom of the barrel” 
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type of help, and then go through thie 
laborious task of training, only in a few 
months to have the employee leave for a 
more lucrative salary elsewhere. 

There are no easy solutions to these 
problems but many office managers are 
doing an excellent job by revising pro- 
cedures, using part-time help, installing 
better equipment and utilizing the avail- 
able skill and manpower to the highest 
advantage. In spite of the handicaps, 


great progress has been made in the 
Physical facilities are far better 
and an increasing number of firms are 


office. 


making careful analysis of system de- 
sign, layout and workflow. 

Such organizations as the National 
Assn. of Cost Accountants, with their 
thousands of members meeting monthly 
throughout the country to diseuss better 
office methods, are making a great con- 
tribution to the improvement of office 
procedure. The educational work of such 
associations, the improved literature in 
the field of office management, and the 
marked development in office equipment 
are currently the most important factors 
in promoting efficiency in the office. 


Measurement Is Only Basis 
Of Comparison and Control 


JAMES THOMSON 


President, Systems & Procedures Assn. of America. 
United States Steel Corp., Pittsburgh. 


ITH the increase in office costs that 

has occurred in the past several 

decades resulting from. city, state 
and federal legislation; labor agree- 
ments; improved, but more complex cost 
accounting, and statistical data for man- 
agement control, it is being gradually 
recognized by all companies that the 
same technical approach which has been 
applied to the reduction and control of 
manufacturing costs must be applied to 
the control of office costs. This becomes 
very apparent when we note the tremen- 
dous increase in the number of com- 
panies which, in recent years, have or- 
ganized a systems and procedures staff 
to apply engineering techniques in solv- 
ing problems in the clerical field. 

For years, industrial engineers have 
been engaged in the improvement oi 
manufacturing operations to secure 
quality product at low unit cost in ae- 
cordance with schedules planned to meet 
customer requirements. In their highly 
successful endeavors to develop. ef- 
ficient, economical manufacturing proc- 
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esses, they have applied their techniques 
to methods, machines and manpower. To- 
day, the systems and procedures engi- 
neer is applying similar techniques to 
the same three factors in the processing 
of paper in the office. 

In the fields of methods and ma- 
chines, tremendous strides have been 
made in improving office operations. 
Methods improvements have been gained 
through the development of systems and 
procedures by engineering techniques 
and a remarkably free exchange of 
ideas and experience amongst members 
of the systems and procedures profession. 
Improvements in machines and _ office 
equipment have been gained through 
close cooperation between the systems 
man and equipment manufacturers 
who, in the past ten years, have done a, 
tremendous job in applying modern, 
scientific knowledge to the development 
of office machines. 

The day of push button clerical opera- 
tion may not be too far off but, in the 
interim and even when that day comes, 
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we have the problem of manpower. It 
is in this field that we have our biggest 
task. The most up-to-date methods and 
the most modern equipment are to no 
avail if we do not have the proper num- 
ber of trained personnel to operate the 
office system. In too many instances, the 
advantages of modern systems are nulli- 
fied by lack of trained personnel, or per- 
haps to a greater extent invalidated by 
having a larger force than is necessary 
to do the job. Establishment of man- 
hours necessary to perform an opera- 
tion is essential to obtain the full bene- 
fits of modern methods and machines. 
In those areas where there is a shortage 
of clerical labor, it para- 
mount importance. This means we must 
develop time standards or time allow- 
ances for each element of office work— 


becomes of 


not for incentive, not necessarily as 2 
measure of individual performance but 
simply as a tool for management in de- 
termining the force requirement for cur- 
rent volume of work. 

It has been said, “Without measure- 
ment, the executive works in the dark. 
He has no basis for comparison or con- 
trol, no way of knowing his organiza- 
tion’s capacity, efficiency, economy or 
relative accomplishment.” For more en- 
lightened management, therefore, we 
must measure. We must develop time 
data which can be resolved into number 
of people in each position required to 
do a given volume of work. Only in this 
manner can we fully gain the benefits ot 
streamlined methods and modern ma- 
chines; and properly utilize and con- 
serve our manpower. 


Young People Must Be Sold 
On Banking as a Career 


W. HAROLD BRENTON 


President, American Bankers Assn. 
President, State Bank of Des Moines, Iowa. 


HERE is no doubt in the minds of 

bankers of the need for more and 

better trained personnel. Having 
recognized the problem, bankers are try- 
ing to devise ways to make a career in 
banking attractive to more of our able 
young men and women. Bankers are 
asking themselves the question: how are 
we going to draw more young people 
into the banking field—in other words, 
how can we attract the future men of 
banking? 

It is my belief that banking can at- 
ford to pay such salaries that we can 
have the best men and women. But 
pay checks alone won’t do the whole job. 
The right kind of potential banker must 
feel assured that there are plans and 
opportunities for his future. He must 
be assured that he will stand or fall on 
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his own efforts and ability and that he 
will not be outranked by some friend of 
a friend or by patriarchal succession. 

Sanking offers many fringe benefits, 
but even that is not enough. In order 
that the right kind of thinking young 
men and women be attracted, they must 
be convinced that they will be given 
opportunity to learn, progress, and be- 
come leaders. They must know that our 
business has more to it than being a 
“money changer” and a “safety vault,” 
but offers opportunities in the com- 
munities of this nation, big and small, 
for dominant, positive participation in 
the field of finance. 

These young men and women must be 
econvineed that a life’s work as a banker 
offers a real challenge for accomplish- 
ment. The medical profession offers this 
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challenge to do things for humanity. 
Manufacturing is creative and produe- 
tive and inspires with the thoughts of 
an Edison, a Marconi, a Ford, a Fire- 
stone. Banking or any other business 
should offer young people comparable 
inspiration and a chance for public 
service, With remuneration commensurate 
with its responsibilities. When bankers 
study how to hire and train young men 
to give them the benefits of their own 
experience in the same serious way that 
they have been studying their opera- 
tional and asset problems, then we will 
have more and better bankers. 

The young banker should be made to 
feel that he is a part of an organization 
that encourages and allows cooperative 
thinking and planning. If you have 
watched closely, you will have seen that 
the successful business has that certain 
intangible undefinable atmosphere about 
it. You can feel it, but you cannot see 
it. Freedom of thought and expression 
have been encouraged. Satisfaction is 
in the air. Esprit de corps must exist 
in a bank family if a large number of 
competent bankers are to be developed. 

The young banker should have an 
opportunity for financial security in 
keeping with his responsibilities. If he 
does, you are assured of a more valu- 
able employee. Incentive will be created 


and saving encouraged. Consider why 
a young man, studying to be a doctor, 
will go to school tor six years, then go 
through a low-pay internship and seem 
eager to do it. Part of the answer lies 
in the ultimate rewarding financial pos- 
sibilities from the practice of medicine. 
Bank salaries and the financial oppor- 
tunities for building an estate should be 
attractive enough to recruit and hold 
the number of men needed for adequate 
bank leadership. 

Finally, the young banker should be 
given the opportunity to go out and see 
for himself how other banks operate and 
other businesses function. A continuous 
broadening of a banker’s knowledge and 
experience is necessary nowadays. It 
also helps him to see opportunities in 
his future. Men learn from study in 
banking schools, and they also learn 
from exchanging ideas with the men they 
meet there. There are at present more 
than 26 schools for bankers in the U. S. 

It is important that men who are 
pointing toward leadership in their com- 
munities be constantly eneouraged and 
required to broaden their knowledge and 
broaden their vision. This should be a 
regular part of a bank’s planning. Bank- 
ing is on the march and there is oppor- 
tunity for capable, energetic young men 
to march forward with it. 


Some Steps to Overcome 
Lack of Office Manpower 


J. B. ANDREWS 


President, National Office Management Assn. 


Carnation Co., Seattle. 


FFICE HELP WANTED—is the 

sign that might be found hanging 

from the front door of many offices 
throughout the country if such a sign 
would aid in solving one of the serious 
problems of the office today: the short- 
age of good clerical personnel. 
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What are some of the causes of the 
lack of properly equipped office help? 
Increased volume of office work due to 
greater volume of business in many long 
established firms; growth and develop- 
ment of many new companies in the 
past few years; increased paperwork 
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due to various government regulations; 
and the drain on the available supply of 
office workers by all kinds of govern- 
ment offices and bureaus throughout the 
country. Another cause is that high 
school graduates are often unwilling to 
take the time to get special training in 
specific office skills when they can readily 
get jobs, often at pay higher than the 
office offers, without any special outside 
training. 

There is not much that can be done 
about some of these causes for the short- 
age of clerical workers. However, there 
are a number of things that can be done 
to overcome the lack, none of which are 
simple. 

First, there is the matter of education. 
Concerted and organized methods of 
presenting to young people in secondary 
schools the possibilities and advantages 
of fitting themselves for office work need 
to be worked out to a greater extent than 
has generally been the case. It is not 
necessary here to outline the details of 
such a program. National Office Man- 


agement Assn., through its local chapters, 


and personnel organizations, have made 
sume progress along this line. More 
needs to be done. Another phase of the 
educational program is that of provid- 
ing in-service training in offices where 
such a program can be arranged. This 
has become more and more necessary 
to make up for the lack of training on 
the part of those who are available for 
office work. 

A source of additional clerical help 
may be found in the group of women 
with office experience who have married 
and raised their children, and are in- 
terested in getting either part or full 
time office work. Frequently such per- 
sons are much better producers in the 
office than the younger generation. Don't 
overlook the possibilities in the so-called 
handicapped group. There may be work 
a handicapped person can do just as 
well as any normal person, if the right 
person and the right job can be brought 
together. 

To compensate for lack of personnel, 
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there are the obvious and often repeated 
steps that can be taken to accomplish 
a given amount of work with a lesser 
number of workers, like production 
standards. Is the present staff doing a 
full day’s work measured by reasonable 
and known standards of production? A 
sarefully developed program of work 
simplification has proven again and 
again to be a means of accomplishing the 
same end results with less personnel. 
Consideration of salary scales may be 
required if office workers are found to 
be leaving for other jobs that pay more. 

The use of office machines, where the 
volume of work will justify the ex- 
penditure for such equipment by re- 
ducing the number of persons required 
to do any given job, is so elemental that 
to mention it seems trite. Yet many 
offices fail to take full advantage of the 
possibilities of mechanization. 

The matter of human relations—em- 
ployer-employee relations—is of impor- 
tance in reducing the employee rate ot 
turnover and in securing reasonable pro 
duction of work in the office. This, again, 
is a subject on which so much has been 
said and written that it would seem 
almost an indignity to any office man- 
ager to mention it. 

Still, in this day, when almost any 
capable person can find a job without 
trouble, it takes more than just pay 
to hold good employees. Every em- 
ployee who leaves a job because he or 
she feels a lack of consideration, and 
all that goes with it, on the part of the 
supervisor or office manager, presents 
the problem and the expense of replace- 
ment. How many studies have been made 
and articles written pointing out the 
factors that employees say are most im- 
portant in making them like to work for 
a certain firm? What is wanted is a 
feeling of belonging, a sense of doing 
something worthwhile, recognition for 
work well done, security in the job, fair- 
ness on the part of the supervisor. In 
practically all such studies pay is not 
the most important consideration. 

There is no simple solution to the 
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problem of getting and holding sufficient 
clerical personnel in the present-day 
competition and increasing demand for 
clerical help of all kinds. Each office 
manager, if he is even to approach the 


point where his workload is being satis- 
factorily taken care of, must give some 
real study to his own situation, and de- 
termine what steps he can best take to 
cope with the problem as he sees it. 


Don't Misinterpret Those 
Clerical Worker Statistics 


FRANK L. ROWLAND 


Managing Director, Life Office Management Assn., 


New York. 


T SEEMS high time that public 

recognition be given to the economic 

contribution of the office manager in 
appraising this postwar industria! revo- 
lution. Accomplishments in the ares 
ef mechanical production and agricul- 
ture have indeed been notable, but the 
office continues to suffer under the ae- 
countant’s stigma of “burden” or “over- 
head” expense. Many view with alarm 
the oft quoted but unverified statement 
that the ratio of office employees to the 
total work force is today one to eight 
compared with one to ten a few years 
ago. These statistics are too often inter- 
preted as indicating that today it re- 
quires ten clerks to do the work for- 
merly performed by eight. 

The product of so-called office work 
can be divided into two broad categories : 
service and control. In the former 
classification we find banking, insurance, 
educational institutions, federal, state 
and municipal bureaus, advertising, 
sales agencies, professional people, 
transportation, all office employees not 
concerned with commodity production. 
The control group comprehends those 
office workers whose efforts contribute to 
the production or conversion of com- 
modities, the factory and mine office 
employee, public utility clerks, merchan- 
dising staffs, and the like. 

Prosperity and an ever increasing 
standard of living increases the demand 
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for services at a more rapid rate than 
for consumers good. This we have wit- 
nessed since the close of the war. De- 
crease in production (control) clerical 
work does not usually follow an increase 
in mechanical production per manhour. 
In tact, the reverse is more apt to be 
trne. A factory employing 100 produc- 
tive workers has eight office employees, 
the ratio being one to eight. An inven- 
tion or new process may reduce the fac- 
tory staff to 50; however, it may even 
call for an increase in the clerical work- 
load, thereby increasing the ratio sub- 
stantially. 

The effectiveness of the office can only 
be measured by the ratio of the number 
of clerical workers to the workload. The 
office executive does not determine the 
workload, he is responsible for maximum 
production at minimum cost. Were com- 
parable data available, I feel confident 
that his accomplishment during the past 
decade would be outstanding. The life 
insurance business, an office service in- 
stitution, is operating today with fewer 
employees than in 1946, in spite of a 
30% increase in workload. 

One has but to review the intensive 
activities of the National Office Manage- 
ment Assn., the office management divi- 
sion of American Management Assn., 
and the Life Office Management Assn. 
during the past decade to realize the ex- 
tent to which ¢very device and inven- 
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tion having a bearing on quality and 
quantity of office production have been 
utilized. Our activity has been con- 
fronted with, at times, seemingly un- 
surmountable difficulties; tight labor 
market, ever increasing wage rates, at 
times shortages of supplies and equip- 
ment. Nevertheless, the ingenuity and 
perseverance of the office manager have 


prevailed, new records of accomplish- 
ment have been attained. 

I am now viewing the progress of 
office management from the perspective 
of 36 years of active participation. I 
salute the present generation of office 
executive and acclaim their accomplish- 
ment. It is high time that management 
and the public do likewise. 


Secretaries Aim to Raise 
Efficiency; Reduce Overhead 


MARY H. BARRETT 


President, National Secretaries Assn., Pittsburgh. 


N a business world where the ratio 

of office detail to actual productive 

work is expanding to unprecedented, 
proportions, the National Secretaries 
Assn. is contributing one of the most 
positive and practical approaches to the 
solution of this problem yet offered to in- 
dustry and the professions. One of the 
greatest problems of the executive has al- 
ways been the securing of experienced 
and trained personnel, capable of co-or- 
dinating his particular enterprise 
smoothly and profitably into the general 
scheme of our economie structure. 

This coordination must necessarily 
take place in the office, nof the factory 
or the mill, and at the helm is always 
the office manager or one of the officers 
of the company or enterprise. The 
executive cannot spend the time to see 
that the ideas created in his mind are 
carried out in detail in such a way that 
those ideas will work out smoothly and 
without friction with the rest of his own 
organization, and with that part of our 
economic structure with which his enter- 
prise comes in contact. This task in- 
variably devolves upon his secretary. 

Originating ten years ago, the Na- 
tional Secretaries Assn. coordinates the 
thoughts of approximately 13,000 seere- 
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taries to executives through national 
conventions, work shops, district and 
regional meetings, plus inter-chapter 
correspondence. This coordination in 
no way endeavors to pry into the in- 
dividual secrets peculiar to each enter- 
prise, but does endeavor to familiarize 
each secretary with the most efficient 
of office procedures in all types of busi- 
By an exchange of ideas, the most 
efficient procedure can become familiar 
to each of our 13,000 members. The 
real contribution of our association to 
the business and professional world, 
however, is through the CPS program, 
the result of which is the degree of Cer- 
tified Professional Secretary which is 
to the secretarial profession what CPA 
is to accounting. The CPS program is 
administered by an_ institute whose 
members come from leading universi- 
ties, top executives from industry and 
members of the National Secretaries 
Assn. The program emphasizes skill in 
stenography, secretarial accounting, of- 
fice procedures, principles of economies, 
management, general business adminis- 
tration, business law, personality, and 
the ability to develop goodwill through 
improved public relations. Examina- 
tions are held annually. The 1952 ex- 


ness. 
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aminations were held Oct. 17, 18, at 27 
universities throughout the United 
States, with a total of 805 qualified 
secretaries taking the examination. Cer- 
tificates will be presented to the success- 
ful participants in the spring of 1953. 
' Today, through the National Secre- 
taries Assn., the executive has at his 
service, secretaries of executive calibre, 
trained to possess the knowledge of the 
best methods in office procedure, de- 
veloped in the most efficient nation in the 
world. This secretary will have a work- 
ing knowledge of accounting, economics, 
business administration and business 
law. Above all, she will have had the 
opportunity of developing her per- 


sonality to the highest degree through 
affiliation with the most efficient and 
successful women in industry and public 
life. The CPS program and its exami- 
nations are not limited to members of 
the National Secretaries Assn. but are 
open to any qualified secretary. 
Secretaries throughout the world are 
becoming conscious of the great bene- 
fits to be derived from association with 
other secretaries and the mutual ex- 
change of knowledge. The goal of our 
association is education for ourselves so 
that we can do as much, if not more, 
than any other factor in American life 
to increase the efficiency and reduce the 
overhead cost of free enterprise. 


Tailor the Office Job 
To Available Personnel 


SAMUEL L. H. BURK 


Vice President, Personnel Div., American Management Assn. 
Director of Industrial Relations, Pittsburgh Plate Glass Co., 


Pittsburgh. 


F you have taken the time lately to 

scan the Help Wanted page of your 

local Sunday newspaper, two things 
will strike you immediately. First, the 
very volume of employers seeking office 
help; and, second, the growing number 
of employment agencies engaged in sup- 
plying clerical personnel to avid poten- 
tial employers. You will also be im- 
pressed with the relatively smaller 
amount of space given to Situations 
Wanted advertisements as compared to 
several years ago. 

Have you had a chance to question 
your office personnel manager about his 
difficulties in recruiting suitable people? 
If you take the time to do so, you will 
undoubtedly hear some “horror tales” 
that would have shamed Edgar Allen 
Poe. Chances are your recruiter will 
complain about both quality and quan- 
tity of available applicants. 

Have you made a systematic survey 
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of the increase in the volume of neces- 
sary office work? In all probability you 
dug up some unnecessary operations in 
the process but the remaining increase 
was still of tremendous significance. 

The answers to these questions and 
others that might be posed add up to a 
decreasing supply of, and an increasing 
demand for, office help. Failure to meet 
the many complex challenges arising out 
of this very simply stated problem will 
reflect itself in the radically reduced ef- 
fectiveness of any business institution. 
The product of today’s office staff is 
essential to optimum performance in 
modern productive and distributive fune- 
tions. 

The operating executives in the office 
sannot just toss the, problem into the 
lap of the personnel man. Most per- 
sonnel men are pretty good, but none 
has yet been known to pass a miracle. 
The personnel specialist can advise, in- 


75 





form, counsel, serve and inspect, but the 
responsibility for manpower manage- 
ment always has and still does lie in the 
line and not in the staff. 

Generally speaking, the practice of ad- 


vanced management in the office has not 

kept pace with that in the factory. For 

this, the office manager may offer many 

plausible alibis but few valid excuses. 
(Continued on page 195) 


CPAs Provide Valuable 
Advice on Paperwork 


JAY A. PHILLIPS 


President, American Institute of Accountants. 
Managing Partner, J. A. Phillips, Sheffield & Co., Houston. 


HORTAGE of office manpower is a 
problem which threatens to be with 
us for some years. Wages for office 
workers are likely to remain high and 
every business must learn to make more 
efficient use of the employees who are 
available. More and more businessmen 


are seeking expert advice to increase 
their office efficiency and the certified 
public accountant frequently finds him- 


self in the role of business consultant. 
His concern now extends to many mat- 
ters in addition to his traditional task of 
auditing financial statements. He is a 
valued advisor on problems relating to 
taxes, costs, pricing, inventory control, 
credit, reports required by the govern- 
ment, and methods of financial record- 
keeping. 

An increasing number of businessmen 
are turning to CPAs for advice in 
setting up their financial records from 
the start. This sort of advice can en- 
able a company to maintain its records 
in a@ more convenient form with fewer 
hours being spent than in the case of a 
less efficient system. The resultant sav- 
ing in dollars is important and so also 
is the economy in manhours for the com- 
pany’s accounting department. 

Many businessmen whose financial 
records were haphazard and outmoded 
have been able, with the help of a CPA, 
to accomplish amazing savings in time 
and expense by modernizing their ae- 


counting procedures. Such savings are 
especially weleome when competent em- 
ployees are hard to get. This condition 
also increases the attractiveness of auto- 
matic business machines. 

The question of whether or not to in- 
stall new equipment—and, if so, what 
type of equipment—is a vital one. Few 
indeed are the businesses which could 
effectively use the latest electronic brain, 
and an elaborate billing machine may be 
uneconomical in a small office. An in- 
dependent accountant can give his client 
the benefit of the experience he has ob- 
tained with systems and methods of 
keeping records in other offices. 

The use of independent experts and 
business advisors is especially important 
to the smaller business. Large corpo- 
rations have long followed the practice 
of utilizing outside consultants. Smaller 
companies are realizing that it is even 
more important for them to adopt this 
means of drawing upon specialized skills 
not available within the organization. 

Solving business problems, whether 
related to manpower or other factors, 
presents a great challenge. It is not 
merely a matter of increasing a com- 
pany’s profit, desirable as that may be. 
but each step taken to maintain the 
health of an American business is a 
contribution to the strength of our eco- 
nomie system and a blow against those 
who would welcome its collapse. 
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The year ahead looks good 
to Burroughs Dealers 





During the coming year, Burroughs will 
continue its aggressive advertising and 
merchandising program. The millions of 
people who are reached by its messages 
will know that the local Burroughs dealer 
can supply them with speedy, efficient 
Burroughs adding machines and cash 
registering machines—the basic tools of 
If you are not a Burroughs dealer, why every business— known the world over 
not find out how you, too, can profit by for dependability. 
becoming one? The Burroughs factory We wish you every success for 1953! 
branch office nearest you can give you all Rassen ” hs Addi M hi C a 
the facts. Write or call today. ghs Adding Machine Vompany, 
Detroit 32, Michigan. 


WHEREVER THERE'S BUSINESS muexes Burroughs 
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Pre-sorting andstuffing operations 4re methods used in 
an effort t0 cut record “search” time, andtg keep fecords current 
at-erid of the month pedks. Such méthdds still necessitate the 
use of costly clerical time, and laborious sorting procedures. 
Reference to stuffed ledger trays is difficult.Retoval of the ledger 
can cause posting media to became mis-filed and 
ultimately posted to the in¢orrect ledger. 
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Statement addressing is a problem. 

Slow typing metHods increase non-productive labor cost, 
transcription errors are numerous. Automatic 

addressing equipment is expensive in initial cost and expensive 
to maintain. These methods complicate and 

delay end of the month postings until statements are 
addressed and balances carried forward. 





















ViSirecord echelon filing exposes all indexes and balances- 


. tattle signalling procedures are easy. The selection of inactive 
Delinquent ae follow-up is difficult, = signalling accounts by scanning is simple. Addressing follow-up notices or 
procedures —_ ineffective due to the rier! to thumb sales promotion notices directly from the ledger affected, 
: the tip of the cards te locate the desired record. requires but a few seconds with ViSiriter. Delinquent 
Taking of monthly schedule of accounts is burdensome ete-or eales tellowrcep Mate enn alee bo geepurediter 
because peng card must be handled. Why destroy Management with the same ease. V/Sirecord tools are simple 
the efficiency of modern bookkeep — methods and easy to handle. They involve a modest investment 

with old fashioned record keeping equipment? 


which returns itself many times over, due to the 
increased efficiency obtained through their use. 
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VISIrecord’s visible ledger location eliminates 
“search” time and increases posting speed. The visibility of both 
names and addresses simplifies the location of similar 
name records. Posting speeds of four or more records per minute 
are common with V/S/record—Merely Flick the proper ve 

index, Pick the proper record and Post. Stet 
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VISIrecord eliminates stuffing operations. Instant 

record location over thousands of records permits random 
postings at top machine speed from unsorted posting media. 
VISIrecord is more compact. This cuts housing costs, because 
space is no longer needed for stuffing operations. 

Clerical costs go down, production is doubled. 











With the use of V/S/record’s versatile economical V/S/riter, 
statements can be addressed directly from the ledger 

record, at the time the first activity in the account occurs during 
the month. Such procedures eliminate the tedious 

Statement preparation periods at the beginning of the month, and 
climinate stuffing operations until posting can be resumed. 











Partial list of V/Slrecord Accounts Receivable users. 





















































\ e\OSk . 1 ‘ “NO >. 1. G. E. X-ray Corporation — Milwaukee 
‘ » ° _“ 2. Rohm & Hass — Philadelphia 
st _ on 3. International Salt Company — Scranton 
ee oe he 23 f=-| 4. Ford Motor Company — Detroit 
| ne: rH ~ | 5. J. M. Huber Corporation— New York 
/{ ome Bs — 6. Ampco Metal, Inc.— Milwaukee 
| =f wee 7. Pennsylvania Salt Co.— Philadelphia 
| =" ‘ | l i | ° 8. Schlage Lock Co.— California 
\ 9. Columbia Ribbon & Carbon Co.— New York 
10. Sunbury Community Hospital — Sunbury, Pa. 
li. General Binding Corp.— Chicago 
12. Seymour Fabrics New York 




















13. Goshen Labs.— Goshen, New York 
14. Certain—Teed Products — Philadelphia, Pa. 
15. Kimberly-Clark Corp.— Wisconsin 
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Junior Posting Tray 


















LTX 5 
Senior Posting Tray 
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Internal Auditing Is Distinct 


From Methods, Procedures 


C. J. GHESQUIERE 


President, Institute of Internal Auditors. 
Auditor, Detroit Edison Co. 


S AUDITOR, I spent considerable 

time during the last two years de- 

veloping a procedures and methods 
program for our company. I have al- 
ways considered it important to keep the 
internal auditing operations independent 
of any of the line operations. To obtain 
the maximum benefits from an internal 
auditing program, it is necessary that it 
remain an independent appraisal ac- 
tivity for the review of accounting, 
financial and other operations, such as 
office operations. Although both inter- 
nal auditing and procedures and methods 
activities are my responsibility, each ac- 
tivity is assigned to separate supervisors. 

Much emphasis is currently placed on 
the shortage of manpower and the need 
for improving our office operations. The 
elimination of unessential work becomes 
extremely important in many companies 
during such periods as we are now in. 
However, we should seek to perform all 
of our operations as economically and 
efficiently as possible at all times. We 
must be careful, in our determination to 
cut costs, not to do our eutting in the 
wrong places. When we intensify our 
activities in this area, it usually results 
in the need for additional manpower in 
the internal auditing and in the pro- 
cedures departments. 

The internal auditor should, in addi- 
tion to other protective services to man- 
agement, take responsibility for (1) 
ascertaining the extent of compliance 
with established policies, plans and pro- 
cedures; (2) reviewing and appraising 
records and procedures in terms of their 
adequacy and effectiveness; and (3) re- 
view and appraise performance. You 
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will note that there is no indication that 
the internal auditor should take responsi- 
bility for establishing or reviewing pro- 
cedures prior to adoption. 

A recent survey conducted by the In- 
stitute of Internal Auditors’ committee 
on principles and practices shows the 
close relationship between internal audit- 
ing and procedures work. One of the 
questions asked in this survey was: 
“Where a separate systems and _ pro- 
cedures organization exists, does the in- 
ternal auditor examine, comment upon, 
and approve all newly developed or re- 
vised systems prior to adoption?” 

Of the 187 companies reporting, 121 
answered this question in the aftirma- 
tive and 66 in the negative, which was 
somewhat surprising. The committee 
felt that comment and general review 
of newly developed or revised systems 
may be desirable, but that full approva!' 
before the test of practical operation 
does not appear to be proper. 

A second question asked in the same 
survey was: “Where no separate sys- 
tems and procedures organization exists, 
is the internal auditor primarily re- 
sponsible for developing and installing 
new accounting and related systems and 
procedures?” 

Seventy-three companies reported that 
the internal auditor was responsible for 
developing new systems and procedures, 
while 51 answered in the negative. Fifty- 
eight companies reported that the in- 
ternal auditor was responsible for in- 
stalling new systems and procedures and 
62 reported in the negative. The com- 
mittee felt that most companies should 


(Continued on page 192) 
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Insurance Offices Foresee 
Many Jobs for Electronics 


DUDLEY M. PRUITT 


President, Insurance Accounting & Statistical Assn. 
Actuary, General Accident Fire & Life Assurance Corp., 


Philadelphia. 


HERE is no business that has suf- 

fered any more acutely from the cur- 

rent clerical shortage than has insur- 
ance. In a way, one might say that cleri- 
cal processing is our basie service and 
that without adequate clerical personnel 
we would be out of business in no time. 
No matter what the obstacles, we must 
keep the paper moving, the pens, type- 
writers and tabulators operating, and 
files in their proper places. During the 
past year this has not been easy in view 
of several very adverse factors, particu- 
larly the increasing volume of business 
being written by the companies, the na- 
tionwide shortage of clerical personnel, 


and the competition for their services by 
industrial operations. 

It is my considered judgment that the 
insurance business has met this challenge 
quite well, not so much through a sue- 
cessful competition with industry for 
clerical services as through the more con- 


structive approach of increasing ef- 
ficiency. It has seemed to me that several 
trends have been developing currently 
that have contributed materially to this 
achievement. 

I prefer the term “workshop” to the 
more commonly used “industry confer- 
ence” because workshop more nearly 
expresses the character of the newer 
type conference. The day of the formal 
speaker and the sleepy audience is very 
nearly over, and in its place has come 
the wide-awake group discussion. It is 
the same transition we find:in modern 
education from the lecture method to 
the seminar. Full group participation 
is the aim because the program is based 
on the sound psychological principle that 
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little is gained unless much is given. We 
take only what we put. Not only does 
this method give a broad spread to good 
ideas already developed, but. also the 
very process of group consideration can 
generate new and improved ideas. ‘The 
Insurance Accounting & Statistical Assn. 
has been one of the leaders in develop- 
ing this new conference method which 
has met with outstanding success. The 
planning of a program of small intimate 
workshops requires a tremendous amount 
of background work, which in the case 
of the LASA must be done by volunteer 
committees, but the results have been 
acclaimed by all as eminently worth 
while. 

This device shows up under various 
other names such as the junior officers 
council, committee, or planning board. 
Recently an IASA member company 
made a survey of companies in this con- 
nection and has reported to the associa- 
tion that such committees are becoming 
increasingly popular and useful. The 
purpose of such a body is to coordinate 
the thinking of the heads of the various 
operating units of the business, to gain 
internally some of the advantages which 
the workshop approach obtains exter- 
nally, to help in the development of 
junior officers into senior officers, and to 
create an atmosphere of acceptance to 
growth and change by giving key peo- 
ple the sense that they are participating 
in and frequently originating the change. 
Where this sort of body has been taken 
seriously by senior management it has 
usually been eminently successful, result- 
ing in many direct economies of opera- 
tion, and a spirit of internal cooperation 
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O10 Town 


CORPORATION 


"T make my 


best impressions 


with O.T *" 


“So good looking!” 


“That's what the boss says mow 
about all my work! No wonder 
he’s pleased — my letters look 
sharp aud beautifully typed, my 
carbon copies clean, clear and leg- 
ible no matter how many I make, 


thanks to *OLD TOWN!” 


In offices everywhere this dis- 
covery is being made, every day— 
that for the “best impressions” 
there are simply no better carbons 
and ribbons than OLD TOWN— 
scientifically created and designed 
to meet the exact need ! 


Let us prove to you why the use 
of Old Town Carbons and Rib- 
bons can save you money. Write 
today for the facts and FREE 
samples on these world-renowned 
products 


. 

OLD TOWN CARBONS 
New, ling, 
eee clean to handie— 
OLD TOWN INKED RIBBONS 
Pure Silk — Nylon + AF — 
Egyptian Cotton fer all 
machines — nothing finer. 
750 Pacific Street, 
Brooklyn 38, N.Y. 





ering, easy 





that makes for tremendous indirect re- 
wards in efficiency. Its failures, where 
they have been admitted, have come, I 
suspect, from the occasional unwilling 
ness of senior management to lend the 
proper encouragement to their junior’s 
efforts or to keep pace with the growth 
and originality displayed. A workshop 
approach by seniors is just as rewarding 
as it is by juniors. 

There has been an appreciable in- 
crease in the opportunities given 
methods and procedures departments. In 
the past procedures have been allowed to 
grow rather generally without benefit of 
experts, on the theory that the one who 
does the work should best know how it 
should be done, which is a hypothesis 
of somewhat doubtful validity because 
of the comparative rarity of constructive 
imagination and the propensity of hu- 
mans to look at the trees instead of the 
woods. Methods specialists are selected 
for their imagination and are expected 
to have the perspective that comes from 
standing off at a distance from the 
operations. They also have the oppor- 
tunity of looking into the methods ot 
others and thereby bringing to bear on 
their problems the accumulated experi- 
ence of many. 

Although suggestion programs are not 
new, the current pressure of clerical 
shortage has given the idea new impetus. 
Even now, however, companies in gen- 
eral are hardly doing enough‘ along this 
line of mining the acres of diamonds in 
their own backyards. Our own employees 
do have valuable ideas if proper stimula- 
tion is given. To be sure their perspec- 
tive is usually limited and an earthshak- 
ing innovation from this source is rare, 
but the steady flow of small improve- 
ments coming from an employee sug- 
gestion program is valuable not only 
from the direct point of view of ef- 
ficiency but also because it builds morale. 
Too often, the suggestion program has 
been looked upon rather as a joke, there 
having been too many funny cartoons 
showing the boss pulling rudely sugges- 
tive notions from a box with a slot in 
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the top. Suggestion programs have 
fizzled because they have not been care- 
fully administered with an eye to the 
psychological implications. Don’t ever 
-all it the suggestion box; it is the sug- 
gestion program, and should be treated 
with all the dignity and careful con- 
sideration that any major company 
program warrants. 

Decentralization is truly the wave ot 
the present. Companies have found that 
they can eliminate much duplication be- 
tween field and home office by eliminat- 
ing the work in the home office. The 
movement is popular and is thought of 
as answer to all our problems. And, ot 
course, it has helped us a great deal to 
live with current clerical shortages by 
both eliminating duplications and 
spreading the clerical load. It does, 
however, seem to me that this trend 1s 
temporary insofar as it deals with cleri- 
‘al operations. Under proper mechaniza- 
tion, specialization is possible through 
large central aggregations of like opera- 
tions and such specialization, under 
mechanized conditions, is economical. 
Decentralization, it seems to me, is con- 
structive and much to be sought for in 
the judgment functions of the insurance 
business, in those areas of activity where 
swift decision based on a knowledge ot 
local conditions is desirable. In other 
words full authority for underwriting 
decision and claims settlement at the 
local level is a desirable aim, and cur- 
rently there is a trend in the business in 
this direction. Under present conditions 
this decentralization of underwriting and 
claims authority has necessarily carried 
with it a decentralization of many 
clerical service functions to supply the 
underwriting and claims with the needed 
tools of operation. This has been an 
altogether proper movement at this time, 
but will be reversed, I feel certain, as 
better methods of mechanization and of 
communication are developed. In the 
electronic age I suspect that the clerical 
operations of insurance will be once 
again highly centralized. 


(Continued on page 193) 
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"T make my 


best impressions 


with O/E*" 


“The sharpest looking 
you've ever seen!” 

“Since we've gotten the *Old 
Town Spirit Duplicator, paper 
work bottlenecks have just dis- 
appeared at our office!" For the 
“best impressions” there is 
nothing to equal efficient, easy- 
to-use Old Town spirit machines 
and supplies 

Type, write, draw or print 
through Old Town Super Kleen 
Spirit Carbon —you have a 
master that is sharp, clean, ready 
to go to work for you 

With an Old Town Spirit 
Machine ~~ rugged in construc- 
tion, the finest you can buy at 
any price—you will be amazed 
at the hundreds of quality cop- 
ies you can make in a matter of 
minutes from a single master. 

For, Spirit duplicating ma- 
chines and supplies that are un- 
surpassed use Old Town — the 
pioneers in Spirit duplicating 
Let us prove to you that Old 
Town can save you time, effort, 
money! Write today for the com- 
plete facts. 
Manufacturers of Duplicat- 
ing Machines & Supplies... 
Non-curling Carbon Papers 
«+» Finest Ribbons. 

750 Pacific Street, 

Brooklyn 38, N.Y. 





010 Town 


CORPORATION 


“849 DAS ave 
Puew uolneonps jo stieiap 
-9u0q ‘jdwe pue <Aeles 
-axe XB} pue sur 
94NI9F 02 AWUNIIOddO *1399xXa ‘[BIIUAS 
<S9 30U 4NQ atqeitsap “1adxa ‘wity 
Ivd> peusiaeiss 10; INVINQODSY 
‘uado A1eres 
19GX9 “IA ©, seat 
"8 "Ur ‘INVINIODDV 
1813 ‘S-Lt5 xOq uUedo 
‘uortsod ‘92W0 Wgo 
“is pug If s-SINVINAODOV 
Stiocs [Bloueur 3% a2, 
“IMouN pue at. sanumonhe 
4uIM YUejunodow = pue MON gD): 


av iMiuace eu 

aan siy 
@AISSII30Id 
PNe peytssaatp 


+ 


td 


IMO«e 


‘ey 
Yad? 
dMOO”d 
sap 
lw 


u 


LE PBD Ss May 


{8227-9 ‘ar “ung 1eD 
*{Bijuassa Burda; : 
"8 ‘wad 


A181 ee 


103 


Tv lyasy 


~MYM'I 


LSN 
eT a 


ovie 

GA Ovi 

©) LIWN ‘Sz 
Oxy 


}rasau 
(1UswWeIUeE 8) ae “$2 
weg -- lvS ° 


2a13ap 
4122yO 


S¥l9]2  wooy 
‘Jedo YNININA 
JCUPNS ,YBIN 
Japun-"239r—) souais 
UBWesnoYyelEmM 1UBSISsy 
= (Al Bssedou 
S9dUjB1) IAIgnoexg 
(@UINSeI) 4Ua3Z BUlseyoing 
(A2BSSSI9U GarvaD 
SW9}34S—) UIWateUuey 
_ (389819A0) SjUBJUNOIDy{ 
$y19}2 Sutjunossy} 
WdO 103 sjuejunossy! 
SqUBZUNODy) 
“12W ayo “UEBIUNODY; OOOy - snuog 
SUT[AABI) “SIO}IPNY We ‘Ob-OL—Sa'IVS “"WAHD 
JP9M =SAIPVI—1,Sse [ey OOO'SIL$*** +> > . . 
CxS 1183S ‘samnjuniioddo 199185) | WD “SE-O0€ ‘sBurjaazy sope 
SLNVLSISSV JAILVYLSININGV 


oc/ce***:* (ayw . " . 
“UOC TS ed @34 SAVd OD "NID DIDOV 


. OF 8E5—AMANID: 
bs ‘0S-08—YOW NOLL 
NEGO AL * ses soe en 

IS 'OF-8Z 
“IVS + Oxg +48) °° 


»> 

‘ ‘ts 03 

s313ap SuszuNodoe) 
H00'Os 
VO0O'Ss 03 
SulzuUNoII8B) 


“S.LN V.LN IO, 





“009$"** 
VO9$* * 
19D 


098 
Ost'e$****** sik Sp- “yueq ‘SYOLIGNY 
ols OF * “umOIdN “YdMA LSsv 
ore’es * Jadxe OD eUPINSU] awos 
Wed 8-088 42282N9.4) WloM-aatl “LOIDY 
006'£3 aw eu “Sa3NYL LOOV xVY_L 
OLs JaryDd Ysse 10} Ul “Sus 
OLS GIVd Bad dx® awos OF IaNd LIOY 
01809 ajid dxa SIA & ‘pel? oo ‘yr Lov | 
; axa SiA 7-T ‘*npa jjo> | 
*(€) SINVINAODOV ur 
a91jj0 UNOJUMOP OD Byw | 
‘pris *mUNOA PNNODOV | 
qe 08 3u } 
Nat 10f “INDO, 
c * 09 do} ‘pid dxa vad | 
1802 Symi ews "YOTIGAY "IVNUZLINI 
nOS'S$ ° DAN ‘dx? land Ianr woOLIany! 
¥ f N ‘LOOV LSOD ,1ga90nNg 
pay do) ‘sik 
‘1802 aud Wdd Yo 
1: $-9$ : 
Wied ¥IOM Jem 3 
axrey 103 


00Zb/6E** 

ooce 

0009/z¢" 

009/%S°* $}2B82}U09 Ao ne 

NOSL/C9**** “B399e “A dag a105 issy 

QOORLSL” “axa Beo24 -ySal[euuy jso 
OF/Ce"* "Spey “SH ‘sAog e013) 

Seud eoureiy surysew aid 

OSS "PAY WWOD ‘sIsIdAL y19)5 
‘og’ "*"Simjaw \ayw Ying issy 
Pesaas - "UUST a 1eD07 
Seeuiely 10 xa ‘sidjJaL yueg 
co. W WPY “leudeTsoUai< 

$/6E°"""* YOIMIOIG "IFW B16 

, ete Gas RE Surseyoing 


ce 





00S Cs 


a 


$ urdousieis 


INMUZANN /| 0061s 
nt UNS aDVODVE|| ‘rid ax 

ShUp “Gx “SHadO HWL WEL! /o0'ors 
Gis. sal ae way SVMLNOD 9 
at tN axe sun c “IBul “LIV | Joc 


yw 28 Nd | 
LOOV , SITENd _ US) ; a 
8 O008-¥$ ‘yu “LIOV LSOQ. Asnq Ystsse 03 
ANYW [SLISIdAL ¥ Suz )2) “Oy > 8 
‘su"t"* Seyyu ful) SBSIHSVO) ey paxe 
DY 'e9-OP° ‘SMUD waauo loge’gs 928)S . 
OSS OF OSPULMLSSV'WGY Sa’IVS 19°F S SJINUL 
“000P 93° * * HON :LSSV ‘D.LAGY lora'es Ue Pdxe yueT Wad NODA ‘SWI 


| 
| 


4 
Ay ag SuOLvygsdoO OLLIC 
=f {Pet 21 KUy “RINUML Laqd N! 
“yodxe Ulra ° 
. o> aut} 
‘Suk ‘MID LSTdAl 
“INSJQNOdSINHOD 


oouPr 


S14 


yy Yan doyus 


prity 


HOLIGNY | 


oO 
soy 


“32 


yOu 

2110 Jo Su vy 

‘YOLVUaAdO 
3 n° a 


p leo1ueqoow be 
“Xe JO JeuUIIIg ONY Is 


JUD 
LIW 
fivsseoeu ’ 
yoNpold 
ses . 
sAEP C *2ulinjoey 
“ued pPue sod L 
= © c 


aaidep 


mouy 
-ledn 
C u 
[olAed 
yuUeysisse 
LTS *Ppaiowwi ey 
st ‘308 4OI44Q 
t av( es e@ulos 
Jivesedl ) 
UsSts-UObS uliry 4 
Jo is3¥ ONISILYUGAGY 
“ ‘uguo “MYATT 
, ij MYA’ 


> -8$2-£F 
VULS * Jus pu 
IA‘ etajjo> 
oses 
“‘ooes 
WwIne, 


Ssa'lvgs 
Pylusw {WINE 
‘SS°ES aS 
Seseyud ie ‘usw 
“se3euew Pwoseq : 
@q S3upunoooe 
“‘OOSS-uses 


“]is que, 


q 


3s 


0 
t -8w feesey 











UNO JATHD 


qT 
UNV 
qTdH 


} 


©2 do} ‘dxe @wos “HID OLDDY'! 


r 


sAPPUNS 10 § 
| ‘skeq 
‘sudo L 


udc-weg 


pus 
$0 68Z$ ser 


“JOddO ONY 


1@D ‘aHerojas 
ya 
Pe uUatiadxe 


“UEUISaleS 
12 suuunodoy 
‘sUejUNnODDY 


[enpuy ut 
jO VY LIGgHD 
ID 410} 


{00& 
{00 


S499UIIZUD safes , 


GeuUl ‘uBWSs}jeIg 
Te UeQoeW ‘uRWSspjerg 
99IZ3IP ‘sz9VUIZUa WiNneemeg 
92139p ‘seegrzua [eoueqooy 
99ISOP *49IUITUD JeI12j2914 
; ; : 7eaN 
UMOJUMOG ‘“sAeP g¢ 


Q3IH 
shep ¢ 
Zurjseiajuy 
Aaeay YOU 3nq Suljoex 
-3ug jo puewwods po 
“uosiod SNO[NIje 
“lladx2d Qwos wy 
-SOg ‘Sljpuat 
sjdiigsnueu 


lo ‘ayer 

“peiz [looyos 
o9zs 
VULs 


4e49139g 
fUNodsy JOTUNTr 
UO “ystday-H4aID 


wife) 4421 
npelz ‘vy ‘g ‘g ‘a[zuls 
(tO “yUeIUNOSDW platy 
UMOJUMOG ‘spuog pue 
$H20}S @3Pa[mouy “iedaex yoog 
OS€$-osz7s 
“JO BunUNOd.e oQng 
“l19dX9 ON ‘89139q sULUNODYy 
O0S$ MES “e9IUZIUe soles apisino 
0} BUeAPY “Alessacsau ainpas 
“Old @21jJ0 [IRjep ut aoue 
-“119dXJ "[Njdjey sutieauizua 
FS2[0D BUIOS “lazeueW 3230 
OSE$-VOES UI2U0I BulunjeUeEW! 
‘@2UPTIA@GXI 4SOD "JUR}UNODDYy 
~- : juaur 
“@2uatiadxa jo 
‘SAEP ¢§ 'I1IO 3URUNOIDYy 
PIUITIIGXe BUOs pue agat 
“19D “Wily sore “yUuR;UNODOy 


upjsenw 

PIUIOD “weawyju 
O QUINOA V3ie, aye) 
> 2Q ysnIy 
Surpuey uy 
3 Zupyooy si 
MIU; 


"& , 

ol p 

SHeIIP Yso 
et 


y 


AU . 
paru > 
SI 


. ba[[exg 
rj 


aOUNOW 


"yes ysn 
PAIq-Uvos . 


PALAsUUad 
SiyeusIq svfojdwe 
SUOTPBIRA 
wnwruiw 


194)}0 
yYluow Jed 
‘yvem Aep ¢ 


GYVYA—SNYITO 


“SurujesL 10 aduopiadxq 


"SOQ 221330 
‘NOG 21350 


IPISINO autos 


e2i8 


* 009-00¢ 

an 00s 

an 009$ 

an ooce 
3340185 

00+3-O008L 

0008 oO} 

Piepue) 
INO 





3s 


“ IW XBL-Wdd lyre 
¢ PeYH “LOOV LSOD 
1-000 OLS Axe “Tisnpuy i 





jl9s 
Ulisuog SAGIH ug es iNOY,! ’ 
; 1 

“sere € OD [eU) JOIVAII09 a 
(diibe jsuod) eautel) se ooTS 
ef PR 9aqr uusiysp yo bie, 
sky ) urequ 

opie ' 


7 3 
Zizues 
3p 
sap 


a\ 


d’ 
ua 
000 [2$-sis { 
wu 


WHIE—"JaslTy uo 


Joo) 
1v>) 8} 

000 SIS-0Is ‘ 

YUsN0I4s Bs 


nd) 


w~WCsO18l Byseiy) usu aor 


eWisijeip ‘Yuiyi 
a - ’ 
MIN 
$8) “NIVS 
S$ : a1O 
UMO}-jO-jNO “pPdxe WaMMa 
AdSIZOY—ABPAIIA» 
dde sunoy ewes 
‘OL OT-OF 
pue souaisg 


is 


i¢ 
eullL 99 
“‘pedueime aq ues sinoy 

[EUGISb990 ~*Nom 
10, 8%do HLITIL1 
“SOWIL FL-9G 
PlUIs\ “S@2Ualajal ‘adueledxa axe 


o 





(Continued from page 23) 

ping rooms where we use a great number 
of specially designed equipment and con- 
veyors. It has been my experience that 
most successful firms install modern equip- 
ment wherever it will improve the service, 
increase the accuracy, or pay for itself in 
labor saving within a period of less than 
two or three years. 


Attracting High School Students 


HAROLD F. LARSON, St. Paul Office Manager, 
Minnesota Mining & Mfg. Co. 

Endeavoring to create a greater interest 
in office jobs on the part of high school 
graduates, our company has been working 
with our local schools and in collaboration 
with other firms through our local chapter 
of NOMA, in an effort to bring about a 
better understanding between instructors, 
counselors and management regarding the 
problems of instructors and the problems of 
management. We believe a thorough un- 
derstanding will be reflected in the attitudes 
of graduates who will, at least to some de- 
gree, seek employment in offices rather than 
in other areas upon graduation. In the last 
two or three years, a program has been in- 
augurated in our city whereby seniors in 
high schools are permitted by the schools 
to obtain part-time employment in offices, 
under close supervision on the part of both 
management and the instructors. Students 
becoming a part of this program are given 
credit toward graduation for this time, the 
same as they receive for other subjects. 

In addition to this program, our company 
has recently established a methods depart- 
ment. We have approached the inaugura- 
tion of our methods program rather cau- 
tiously to avoid any great amount of re- 
sistance on the part of department heads 
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and others who might not be too flexible 
toward drastic changes. We feel that over 
the past year this group has been well ac- 
cepted and we are now moving forward 
quite rapidly in the work of improving 
methods. Particular attention is being 
given to mechanizing operations wherever 
possible and we feel that this program is 
now well underway. We, of course, have 
a well-established program of job evalua- 
tion, merit rating, and frequent review of 
salaries so as to assure employees of full 
credit for increased responsibility and im- 
proved performance on the job. 


Get Schools to Train Office Help 


E. A. LINDBERG, Office Manager, 
Northern Paper Mills, Green Bay, W's. 

We thought that the shortage existed 
only in our territory but it appears to be 
universal due to existing conditions in the 
world today like the Korean war which is 
sapping all the young men potentials from 
office work thereby causing replacements * 
with female help which is already on the 
short end. Then there is the tendency of 
high school graduates and also others who 
attend college a year or two to seek em- 
ployment in industry where the starting 
rate of pay is higher than in office work. 

We have an organized group of all 
office managers in the Fox River Valley 
representing all the industries from Green 
Bay to Fond du Lac and we started to feel 
the impact of this shortage early in 1951. 
The writer proposed an educational pro- 
gram for office training to try to help us 
in a better understanding as how to combat 
this growing shortage of office employees. 
To help us in this work we invited the 
high school principals from the various 
cities along the valley together with heads 
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of vocational schools, business colleges, and 
members of state employment services, to 
acquaint them with the dire need of train- 
ing young people in the various schools for 
office positions. 

The group listened to plans that were 
in effect by the various schools and some 
of them were very gratifying, but in some 
instances we found that there were no steps 
actually made to encourage young people 
to train themselves for office work. To de- 
velop future material for office employ- 
ment we feel is just as necessary to carry 
on business as training people for technical 


skills. 


Make All Adhere to Procedures 


ROBERT J. MacLEAN, Jos. H. Matthews & Co., 
Pittsburgh 

I think we have fallen into a practice 
of investigating and planning for time-sav- 
ing methods and equipment and forgetting 
the teaching of and insistence that basic 
fundamental procedures in paper handling 
must always be foremost in the mind of 
our fellow office workers. Here are a few 
of the items that from my discussions with 
office managers are everyday occurrences 
in any office in any city in the U.S.A. 

Individual names are not given when 
requests are made for duplicate copies of 
various papers, such as orders, invoices, 
etc., and if given, the person forwarding 
the duplicate fails to indicate the name of 
the person making the request. The result 
—the paper very likely is sent along to the 
company in the usual manner and 
routed through the regular channels, to 
which channel the individual initiating the 
request is not included. The person re- 
questing the duplicate calls back and won- 
ders why the promise to send a duplicate 
was not carried out—the result, another 
duplicate, maybe an argument, plus a de- 
lay in satisfying the customer of the 
middleman. 

Another daily occurrence is the loss of 
many hours in trying to locate a customer's 
account for which payment has been re- 
ceived without an accompanying statement 
of any kind as to whose, or what account 


84 


the check is paying. Many organizations 
have several companies operating within 
one office. Purchases may be made under 
one company name and paid for by another 
company. A check should always be 
accompanied with some type of advice as 
to whose account and what amounts make 
up the total payment. 

Inquiries by expeditors are, without a 
doubt, one of the most perplexing prob- 
lems to solve. All acknowledgment copies 
of orders from any organization include a 
request, in some form, to refer to the sup- 
pliers order number when making _in- 
quiries of any kind regarding the order. 
98%, of expeditor inquiries do not show 
the supplier's order number, and when the 
supplier's organization is sub-divided into 
several departments or sub-companies, the 
problem of locating the customer's order 
with only his order number as a guide is 
an expensive and time consuming job. No 
company can afford to maintain a master 
alphabetical file of all orders received and 
maintain a progress record of each order 
in process. 

Qne of the most difficult problems to 
handle, plus the time consumed in making 
the necessary adjustments is the many oc- 
casions where the so called rugged in- 
dividualist takes matters into his own hands 
and completely ignores procedures and 
regulations. Unless management finds a 
way to maintain strict adherence to funda- 
mental routine office procedure, the time 
lost in correcting and/or adjusting errors 
made by reason of overlooking these fun- 
damental practices wi!! more than defeat all 
savings of time and money realized through 
the adoption of advanced methods and pro- 
cedures in the use of the latest office equip- 
ment. 


Can Hire Men Easier Than Women 


JOSEPH S. NUTTER, Assistant Treasurer, 
Frankiin Savings Bank of the City of Boston 


Our bank has had the usua! problems 
prevalent with most Boston banks concern- 
ing a diminishing supply of clerical and 
teller personnel. We feel, however, we 
have met the challenge and are holding our 
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OFFICE MANAGERS; Save Time, Save Money With 


The Versatile Hammermill Line 
of Office Printing Papers 


HAMMERMILL 
MIMEO-BOND 


America’s most 
popular watermarked mimeo- 
graph paper. Produces 5,000 or 
more clean, legible copies from a 
single stencil. Absorbs mimeo- 
graph inks quickly, takes pen 
writing without feathering or 
striking through. In white and 
seven like-sided colors with 
matching envelopes of Hammer- 
mill Bond. 


HAMMERMILL 
DUPLICATOR 


Produces good 
copies on either spirit or gelatin- 
type machines. Using the ma- 
chine and Hammermill Duplica- 
tor, one girl can quickly turn out 
hundreds of clear, bright copies 
that retain their brilliancy. In 
white plus five handsome colors, 
with matching Hammermill Bond 
Envelopes. 





NEW 
HAMMERMILL 
TRANSLUCENT 


Developed for use 
by office operators of direct-print 
— “Whiteprint” — machines. 
Made in a clean, pleasing white, 
it has a.smooth, uniform surface 
for printing, typing, writing or 
drawing ... is ideally suited for 
preparing all types of whiteprint 
masters at moderate cost. 


4 New Masthead 
Kit of Ham- 
@ mermill Pa- 


pers containing striking, practi- 
cal masthead specimens on Ham- 


mermil! Mimeo-Bond, Hammer- Name 


mill Duplicator and Hammermill 


Translucent, and a sample book Position 


of Whippet Mimeograph. Send 
for yours today. 
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(Please 
letterhead) 


WHIPPET 
MIMEOGRAPH 


This  unwater- 
marked sheet was developed by 
Hammermill to provide a paper 
that will constantly produce 
clear, sharp duplicating work at 
minimum cost. 

Available in / 
white and six 

eye - pleasing 
colors. 


Hammermill Paper Company 
1463 East Lake Road, Erie 6, Pa. 


Please send me the Hammermill Masthead Kit 


attach ; - write on, your business 


TO-JAN 





own. In the past five or six years we have 
had 50% or better turnover in our person- 
nel. In our attempt to replace them we 
have, generally speaking, been successful 
in obtaining veterans with an average age 
of 26-27 years. In most cases we have en- 
gaged untrained personnel and put them 
through our own training course. By in- 
tensive efforts we have been able to train a 
man in teller’s work and have him on the 
window as an accomplished teller within 
three months. This, of course, is possible 
by the utilization of National Cash Regis- 
ter equipment, and other mechanical aids, 
such as Todd Checkwriting Machine, 
Brandt Cashier and Coin Sorting Machine. 

On the other hand we have found it 
somewhat difficult to obtain qualified fe- 
male help due to the attractive offers that 
exist in industrial establishments, large 
stores and insurance companies. However, 
we have offered numerous fringe benefits 
that we feel are attractive—such as Blue 
Cross and Blue Shield, life insurance, 
Christmas bonus, 2-3 weeks’ vacation peri- 
ods, payment to employee for time lost by 
illness, short hours, supper money, Christ- 
mas parties, time off for Christmas shop- 
ping, etc. 

I feel banks as a general rule have not 
kept pace with the industrial world in sell- 
ing young people on the attractiveness of 
bank employment. Possibly this is a task 
that should be undertaken by various state 
bank associations. It might well be co- 
ordinated with the school savings program 
or more specifically courses may be intro- 
duced into various high schools, which 
could be part of the regular curriculum. 


Machines Pay Off in Small Office 


VERNON D. EBERSOLE, Secretary, 
Lansing Insurance Agency, Dyer- 
Jenison-Barry Co., Mich. 


We have tried constantly to keep our 
office ahead of the immense stacks of papers 
and files that of necessity have come into 
being. To meet this pressing demand and 
not overload the staff with additional per- 
sonnel, we have installed the latest office 
files and equipment as they became avail- 
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able. Our success in combating this prob- 
lem is shown by the fact that while there 
has been a constant growth in our annual 
volume of business, we have the same 
number of girls. Our equipment has been 
constantly modernized to take advantage 
of the more advanced methods. This has 
included the Edison Televoicewriter with 
several stations, Underwood Electric Type- 
writers, Burroughs automatic typewriter 
bookkeeping machine, several Burroughs 
adding machines and two Marchant calcu- 
lators. Our filing system has been im- 
proved through the addition of counter high 
files, proper separators and proper index- 
ing. We screen our prospective employees 
very carefully. It is quite important that 
everything that leaves our office be neat, 
accurate and on time. It has paid dividends 
to select the personnel we feel fits our 
situation with extreme care. Constant and 
watchful vigilance for better and easier 
methods is our watchword. All our staff 
is on the alert for anything that would im- 
prove our work. It is a constant battle, and 
while we feel we have some of the answers 
we know there are many things to learn. 
And so we continue to gather many things 
together, sift out those of little value, and 
use that which fits our situation. 


Duplicated Invoices Save Typing 


E.R. FELL, Accounting Manager, 
Hendrie & Bolthoff Co., Denver 


Our experiences with our office personnel 
have been no different from the experiences 
of other offices in this area or other areas. 
The answer to the critical shortage of all 
classes of clerical workers appears to us 
to be in the finding of different methods of 
handling the flow of work through the 
office. 

A great deal can be accomplished by re- 
viewing the number of reports, statistics, 
etc., that are now consuming a great 
amount of time. You will be surprised to 
find how many of these have outgrown 
their usefulness and can be eliminated en- 
tirely. In our office we have overcome a 
bad situation in our accounts receivable 
department by changing the type of post- 
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Borroughs Starts the NEW YEAR 
with another NEW FLEXI product 


LIBRARY SHELVING 


with sliding shelves and *4"" vertical adjustment 


This new “Flexi” product is just what thou- 
sands have been waiting for. Its many exclu- 
sive features put the practicability of this 





shelving in a class all by itself. Whether you 
are a dealer or a consumer, write Joe Davis, 
sales manager, for more facts. 


ee-ehere’s value plus 





Sliding shelves—adjustable without bolting 


3 heights — 42’— 84’ 90”. . . shelves 9” 
deep . . . width of unit, 36” 


Obtainable in single or double-faced units, 
with open or closed backs 


All open back units have rear book stops 
No unsightly cross-sway braces 

1-piece bottom 

1-piece double-faced end panels 

Cornice tops 


Packaged for easy, space-saving storage. 
Easy to assemble 


And they are quality built . . . let us tell 
you more 





PRODUCTS 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK amp KALAMAZOO, MICHIGAN 
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EFFICIENCY 


‘ 


4 WRITE 

FOR THIS 
NEW 

CATALOG 


Get NEW beauty and distinction 
in office space division 





PARTITION-ettes 


Made possible by an amazing new marine-type, 
shock proof patented locking device developed exclu- 
sively by Arnot. 

From a combination of office furniture experts and 
one of the world’s foremost marine furniture manufac- 
turers comes this beautiful, better quality, extra work- 
producing utility design to improve your present office. 

Movable or free-standing partitions so simple anyone 
can set them up! May be arranged around your present 
furniture. 

Variety of sizes, types and finishes to fit any office 
needs! 

Increases personnel co-ordination, speed, accuracy 
and morale, without interruption, muss or fuss. 


ARNOT and COMPANY, Inc. 


922 Park Avenue, Baltimore 1, Maryland 
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ing machines used to a more simplitied, 
more automatic and therefore more easily 
operated machine. We are now installing 
in our billing department a system of re- 
producing invoices direct from our ship- 
ping order, instead of typing invoices on a 
billing machine or typewriter. By this 
method we hope to eliminate errors in copy- 
ing and also speed up mailing of invoices 
to customers, and reduce the personnel in 
this department by at least 50%. We 
thoroughly believe the only way to combat 
the critical shortage of clerical workers is 
by finding short cuts in your office pro- 
cedures and by eliminating all unnecessary, 
unused reports, statements, etc., that have 
accumulated over the years. 


A Three-Point Program 


KATHERINE R. MALONEY, Office Manager, 
Clark-Cleveland, Inc., Binghamton, ms Fe 


We have been aware of the shortage of 
clerical workers for some time and here are 
three steps taken in our office to combat 
this problem: 

1. All reports are reviewed regularly to 
ascertain if they are necessary to give 
management the required information and 
if they are necessary a decision is made to 
condense the reports in any way ‘possible. 

2. We are constantly checking all office 
management publications and interviewing 
sales representatives of office equipment 
for more advanced methods and procedures 
in all of our job classifications. Since 
1947 we have been able to save a great 
deal of time in the various departments in 
our office by bringing in new systems and 
new equipment as ideas were introduced 
to us. Also we interview regularly our office 
workers for a complete review of their 
work—after which a discussion follows in 
which we ask for suggestions for time sav- 
ing of any steps included in their routine 
schedule. We find that each time the work 
is thoroughly reviewed and discussed that 
improvements are suggested. This is repre- 
sentative of the importance of collabora- 
tion between supervisor and office worker. 

3. We continually strive to make our 
office a pleasant one for our personnel. To 
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accomplish this we give our employees the 
latest in office equipment, a clean and at- 
tractive environment in which to work, 
plans to help make their future secure, 
health insurance and other benefits to as- 
sure them that management is thoughtful 
of their welfare. 


Each Office Needs Special Study 


ANTONIO RAINVILLE, Assistant Chief 
Inspector, Montreal City & District Savings Bank 


Here, in Montreal, there is at present a 
rapidly growing realization of the attrac- 
tions offered by other vocations compared 
with office work. The awakening has been 
very slow, but the problem of hiring and 
keeping office workers has become so acute 
that employers now recognize its existence. 
Since it has taken so long, the office, of 
course, is far behind the factory in adjust- 
ing itself to this personnel condition. It 
must be admitted also that the solutions to 
this problem in the factory cannot be ap- 
plied in the office without study. Opera- 
tions may be the same in many factories 
using the same machines but in offices the 


work done varies more even if many firms 


use the same machine. Therefore for each 
firm, the problem differs and requires spe- 
cial study. In this field, I believe we lack 
trained analysts because it is a new field. 
Still there is much hope for the future. 
Most of the Canadian banks have training 
schools, and mechanization is increasing 
rapidly. Methods time measurement is be- 
ing tried although, in my opinion, it is not 
yet done properly nor completely enough 
to obtain the best results. But it is a start, 
and as I say we are not yet familiar with 
this science and have to find by ourselves 
how it may be used in our own business. 
We are devoting a lot of our time, in 
our bank to all this. Encouraging results 
have been obtained, but we need much 
more data, before we make the really big 
changes. The more data we accumulate, 
the more the problem seems to grow. But 
this is only an illusion, I believe. The 
problem has always been there, only we 
did not before see it in its entirety. It 
might be that it will take us more time to 
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find the solutions we are looking for but 
in the end the applications of these solu- 
tions will be easier and leave less chance 
to costly errors. 


May Get Some Ex-Gov't Workers 


W. H. HANSEN, Assistant Treasurer, 
Landers, Frary & Clark, New Britain, Conn. 
The critical shortage in all classes of 
clerical workers has become a chronic situa- 
tion. This situation causes various prob- 
lems to arise. For instance, the shortage of 
skilled workers necessitates the employing 
of individuals semi-skilled or unskilled, 
which reflects in lower employment 
standards, longer training periods, and 
additional synoptic courses designed to 
brief the semi or unskilled nev employee 
in the art of performing elementary tasks. 
Office managers, of course, should always 
be alert to the merits of new devices de- 
signed to be labor-saving. However, he 
must also learn to be cautious in his ap- 
praisal of new equipment, and be sure that 
its function is actually labor-saving and 
not merely a devise which results in trans- 


ferring the activity from one scene to an- 


other. By that, I mean not merely a piece 
of equipment which performs beautifully at 
the scene of action, but requires consider- 
able preparation to make work in the first 
place and perhaps requires additional inter- 
pretation after the fact. We all have an 
endless job of working with the business 
educators endeavoring to close the gap be- 
tween the qualifications of a high or busi- 
ness school graduate and minimum business 
requirements. This is an old story, but if 
we let up on the pressure, the results will be 
apparent from future graduating classes. 
There may be a spark of hope brought 
about by the change of administration at 
Washington. The incoming party has 
promised relief in connection with reports 
and restrictions. This ought to ease the 
employers problems slightly. The new 
administration has also promised, as an 
economical measure, to clean house. Part 
of this assignment must necessarily result 
in the curtailment of many seemingly un- 
necessary functions of government, which 
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in turn must of course, ultimately result 
in the dismissal of a sizable number of 
clerical employees. The employees will be 
looking for work, which in turn should 
slightly relieve the critical shortage, at least 
in some vocations and in many areas, 


Machines and Work Simplification 


VAUGHAN D. CAHILL, Assistant Controller, 
Operating Div., Cleveland Graphite Bronze Co. 

Like other companies, we have been 
faced with the dual problem of increased 
paperwork and decreased supply of capable 
clerical help. Our attack on this problem can 
be expressed in four words: mechaniza- 
tion and work simplification. During World 
War II, the lack of experienced clerical 
help hastened our program of mechanizing 
all possible routine clerical tasks. Complete 
achievement of this objective was delayed 
by the difficulty of securing the required 
equipment. 

Replacing the former manually posted 
job order cost system with standard costs 
computed and recorded mechanically has 
enabled us to present a greater volume of 
information to management and to improve 
its usefulness. This has been accomplished 
with a relatively small increase in the ac- 
counting staff and in spite of great expan- 
sion in company activities. Routine ac- 
counting clerks have been replaced by 
analysts. 

Our systems and procedures group whose 
responsibilities include forms control and 
office duplication have been active in work 
simplification throughout company-wide 
clerical operations. Progress has been made 
in eliminating unnecessary reports and du- 
plication of records, as well as by pre- 
printing as much data as possible on the 
remaining necessary records. For instance, 
the final inspector is furnished with “In- 
spection OK"’ slips which require only the 
entry of date, badge number and quantity 
by the inspector, all descriptive information 
having been preprinted by mimeograph. 
This particular device not only reduces the 
clerical work of the inspector, it prevents 


(Continued on page 199) 
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It's here! New Bruning Copyflex 14 


First desk-side machine for copying any size office form! 





Speeds Ordering, Invoicing, Pr 


Control, 


Accounting, Purchasing, Shipping, Reports! 
Now, for the first time, with the new Bruning COPYFLEX 14's 
greater width—20 inches—you copy any ofhce form in seconds. 
What time you save! COPYFLEX handles paperwork so much faster, 
What efficiency you gain! COPYFLEX eliminates wasteful manual copy- 
ing, lets you use skilled employees for other duties. What money you 
save! COPYFLEX usually is the lowest cost way to quickly make 1 to 
100 copies of practically anything drawn, written, typed or printed on 


ordinary translucent paper. 


ONLY COPYFLEX 14—of all desk- > copying machines—gives you 


1. 20° width! Copies even large 

2 _ feports, or two ordinary forms 
6a simultaneously. Separates and 
boot returns originals automatically 


‘2. Ne installation! No fume 
iP sei so no exhaust ducts are needec 
» The “14” is mobile, rolls to an 


work-site 


BRUNING 


Specialists in copying since 1897 
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3. Copies even opaque ori: 
nals or forms printed on both 
sides, using Bruning's exclu- 
sive Reflex Film 

4.u Hed —— 
of volume, low-cost. 
Copies thousands of large or 
small, different originals daily, 
at an average cost of only 2¢ 
per sq. ft 


Mail Now for full, 


money-saving COPYFLEX story! 








Typical COPYFLEX users* reap savings! 


1. COPYPLEX saves life insurance com- 
pany $100,000 yearly via loan proc- 
essing system 

2. COPYFLEX saves hardware wholesaler 
$15,000 annually via ordet-invoice 
system 

3. COPYFLEX speeds manufacturing, 
stops errors, for large metal fabricator 
via production control system 

4. COPYFLEX saves national merchan 
diser $25,000 in six months by cutting 
clerical work in half, producing in 
voices On ume “Names on request 








CopyYFLeXx 14 makes exact, error- and smudge-proof 
copies . . . delivered in seconds—flat, dry, ready-to-use 
There are no masters or stencils, no inks to soil hands, 
no darkroom, no fumes, no special room lighting, no 
high-priced operators. Anyone can learn to copy in 5 min- 
utes. Streamline your paperwork with COPYFLEX. Mail 
coupon to Charles Bruning Co., Inc. Teterboro, N. J 


— «CHARLES RRUNING COMPAMY, INC. = = 
Dept. Q13, Teterboro, N. J. 
| (_] Send me free booklet on CopyFLex 14 
\ (J Show me copyriex in action (no obligation). 
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Proven Personnel Techniques 
Can Solve Office Problems 


LEONARD J. SMITH 


President, American Society for Personnel Administration. 
Assistant to President, Lightolier, Inc., Jersey City, N. J. 


N addition to the shortage of prop- 

erly trained oflice help, many offices 

find themselves the targets of unioni- 
zation drives. Both problems have been 
successfully met by personnel admuinis- 
trators in business and industry. Office 
managers confronted by these problems 
can learn much by an examination of 
the techniques used by the specialists in 
personnel, 

No examination would be of value un- 
less the problem itself were studied. The 
shortage of trained office workers is the 
result of a variety of reasons. The draft 
has taken out of the office and the labor 
market a large number of the young 
men usually counted upon for numerous 
office jobs. Competition from factories 
has intensified the office situation. The 
expansion of manufacturing plants and 
the higher rates of pay offered have 
drained away both present and poten- 
tial office workers. The many marriages 
that took place after World War II 
also took a large group of the office 
labor market. 

Location of offices in urban areas is a 
contributing factor to the shortage of 
office help. During the past few years 
our population has tended to move away 
from urban centers. Housing projects 
have been built in surburban areas. Thus 
the labor force finds itself located a 
considerable distance from the down- 
town offices. The travel time and the in- 
convenience of poor and crowded trans- 
portation facilities serve to discourage 
people from taking office employment. 

Usually overlooked as an important 
contributor to the help shortage is the 
prevalence of poor work habits among 
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present employees. In a desire to fill 
vacancies, some office managers have 
lowered their employment standards. 
Others have deliberately overlooked low 
output, poor and inaccurate workman- 
ship and time-wasting tactics. These 
have tended to require additional help 
to perform the same volume of work. 
They also have caused the better em- 
ployees to wonder about the values of 
being superior workers. 

There are growing tendencies among 
office employees to feel that they no 
longer have any advantages over factory 
workers. This coupled with the desire of 
unions to increase their membership and 
their strength has led to a growth in 
office unionization. As the type of office 
employee changes due to the short sup- 
ply, their receptiveness to unionization 
increases. 

There is no one solution for handling 
these and similar office personnel prob- 
lems. However, it will be valuable to 
review some of the successful techniques 
used in industry. Any one or combina- 
tion of these techniques may help resolve 
the problems in a particular office. One 
of the first techniques is that of proper 
selection. This means establishing mini- 
mum and maximum standards for each 
job. These standard man-requirements 
are based on job studies. Once these 
standards are established, applicants 
should be employed only when they fill 
the requirements of the available vacan- 
cies. Employment and personality tests 
may be used as aids in proper selection. 
It has been often said that a bad apple 
spoils the barrel. So it is that a bad 
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ASSEMBLED AUTOMATICALLY 
With We new 


24,000 sheets per hour 


assembled by one 
semiskilled operator 


Keep your skilled people on their 
proper jobs—let the Macey 
Collator do your gathering and 
assembling chores. One semi- 
skilled operator can set up 

a job in 15 minutes, then 
gather 24,000 sheets per 

hour. Time, man-hours and 
money saved. (The Macey 
Collator pays for itself very 
quickly.) We will welcome a 
chance to demonstrate just what 
this machine will do for you. 


Distributed by 


HARRIS-SEYBOLD 


Company 


Cleveland 5, Ohio 
SINCE 1896 
FINE GRAPHIC ARTS EQUIPMENT . . . FOR EVERYBODY'S PROFIT 
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Harris-Seybold Co., Dept. B 
Cleveland 5, Ohio 

Please send me details of the Macey 
Collator. 


Name 





Firm___ 





Address 





Zone___ State 





Governmental Office Seeks 
Versatility in Machines 


JESSE JAMES 


President, National Assn. of State Auditors, Controllers & 


Treasurers. 


State Treasurer of Texas, Austin. 


PPERMOST in the thoughts of the 
executive today, whether he be in in- 
dustry or government, is the solution 
to the office help problem. Statistics 
show that during the last thirty or so 
years, through the skillful use of ma- 
chine tools and assembly lines, factory 
production has increased approximately 
150% with only a 53% inerease in 


workers. During this same period, cleri- 
‘al employees have increased from three 
to eight million, or an increase of 150%, 
and are still increasing. Similar increase. 
have been experienced in other fields of 
endeavor. This poses the question, “With 
the ever growing increase in office paper- 


work and paper handling, are we fully 
utilizing the machines and improved ot- 
fice procedures available to aid office 
production ?” 

The answer you give to that question 
will indicate whether you have given sut- 
ficient thought to a cost item that is be- 
coming of ever increasing importance. 
The continuance of too many outmoded 
methods affects businesses, large and 
small, and government, all alike. The 
use of such methods is considered by 
many employers as a deterrent in to- 
day’s competitive market for employees. 
Those offices that have eliminated 
drudgery are generally considered to be 
in the best position to attract and hold 
good office personnel. One phase of this 
problem can be conquered by the proper 
application of “machine tools” for the 
clerical worker. 

In arriving at our answer as to which 
tools to use in our offices, we face some 
confusing problems, as there are several 
hundred different types of various busi- 
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ness machines available that are help- 
ful in both eliminating paperwork 
drudgery and in increasing production. 
The executive in business can set his 
goal in this phase of personnel prob- 
lems more easily than the executive in 
government, since government pro- 
cedures are much more susceptible to 
change brought on by legislative acts 
over which the government executive 
does not have complete control. 

In our office, we select the machines 
that appear to be the most versatile 
when the costs are approximately the 
same. For instance, we very rarely pur- 
chase a simple adding machine which 
will register only one total. We have 
found that the versatility of the two or 
more register machine in the long rur 
results in a considerable saving of time 
in recapping, coding and analyzing, and 
eliminates many errors and the incon- 
venience of handling several yards of in- 
dividual tapes in simple proving. Also, 
the purchase of the more versatile equip- 
ment enables us to handle a program 
change more readily without the pur- 
chase of new equipment. In addition, 
the fact that depreciation is of no ad- 
vantage in figuring costs in governmental 
operation, the more versatile equipment 
can be utilized over a greater length of 
time, thereby resulting in lower long 
term costs. In the cases of more compli- 
cated bookkeeping and posting machines, 
the advantages of versatility are even 
more pronounced, 

The conclusion that we must reach 
then is that we should acquaint our- 
selves with every type of business ma- 
chine available. We should know the 
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THE FIRST TRUE DICTATING MACHINE APPLICATION 
OF “THE MAGNETIC PRINCIPLE OF RECORDING” 


AEX 


REX RECORDER BEGINS... WHERE 
OTHER DICTATING MACHINES LEAVE OFF... 
CHECK THESE FEATURES WHEN BUYING 


Magnetic recording is free of surface or background 

noise. Magnetic recording is erasable, therefore SICA ae 
disc is re-usable 10,000 times or more and spot 265.00 
corrections can be made by dictating over ede 

mistake. Simplicity of construction, no TRANSCRIBING UNIT 
turntable, few parts and fixed recording complete with choice of 
head makes for repair-free operation. eae eT 
Simplicity of operation (see it and operate it) 265.00 


... as simple as that. COMBINATION UNIT 
All true dictating machine features: ety one ae 


a dictator or a transcriber 

1. Immediate access to all parts of recording. 300.00 

2. Perfect marking of length of letters and corrections: 

3. Word, phrase or sentence backspacing. (Plus Local and Federal Taxes) 
4. Stopping and starting without clipping of words or noise interference. 





DEALERSHIPS NOW 


AVAMABLE . .. CONTACT Lowest price machine to install . . . 


: Lowest cost machine to 
US IMMEDIATELY FOR 7 maintain and operate 


\F FURTHER INFORMATION EXCLUSIVE NATIONAL DISTRIBUTORS 
é \ AMERICAN DICTATING MACHINE COMPANY, INC. 
; 65 Madison Avenue e New York 16, New York # MUrray Hill 4-3554 


ESTABLISHED 1923 
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capacities and limitations, the strong 
points and the weaknesses of every ma- 
With this knowledge, we 


chine offered. 


can be a lot surer of a combination olf 
employee satisfaction without prohibi- 
tive costs. 


Electronics Will Increase 
Demand for Office Workers 


K. B. WILLETT 


Vice President, Office Management Div., 
American Management Assn. 
Vice President, Hardware Mutuals, Stevens Point, Wis. 


NE thing remains clear, or becomes 

clearer, after hearing and reading 

the papers presented to AMA’s ot- 
fice management conference in October 
of 1952. It is this: the office executive 
‘cannot look to vest-pocket electronics to 
solve his number-one problem for quite 
some time—if ever. That problem is the 
growing shortage of satisfactory office 
workers. 

Developments in electronics in the of- 
fice are moving along, but this “god from 
the machine” will still help only those 
who help themselves. Moreover, it always 
has been a characteristic of technological 
advancement that as soon as a machine 
comes in to do a certain job more 
quickly, or easily, we all find new jobs to 
do and we go on to make new demands 
on the time and energies saved by the 
machine. So, on the record, we are as- 
sured that the shortage of office workers 
will survive the arrival of full mechani- 
zation of the office. 

At the moment, perhaps, only large 
companies with large volume jobs ean 
attain economies with available 
tronie machines. But even they do not 
find that they can dispense with the 
more conventional methods for meeting 
the shortages of qualified clerical work- 
ers. AMA does not officially back par- 
ticular management techniques—it of- 
fers a forum for the presentation of 
many during the year. It does, however, 


elee- 
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point to principles which emerge in a 
definite pattern from those case studies 
presented with such profusion in our 
meetings and publications. 

The basic principle we find to meet 
this central office management problem 
is still the same no matter what form an 
individual company gives it. That prin- 
ciple is: to offer your employees good 
physical working conditions, going or 
better ineome, wage incentives, ete., 1s 
only a bare minimum requirement. To 
these must be added the creation of a 
sure knowledge in your employees that 
their best efforts are needed, that they 
have an individual status, and that each 
one is important to the success of the 
enterprise. The creation of such an at- 
mosphere will be the surest answer to 
the office executive’s problems and the 
best measure of his success. 

The prospect of the electronic office 
increases the possibility that we can 
attain to what should be the ideal of in- 
dustry in a democratic society: “the hu- 
man use of human beings,” to use Nor- 
bert Wiener’s phrase. This can lighten 
the office executive’s job of giving his 
office workers the feeling of status and 
importance for their part in the 
the enterprise, but it 
means that the executive must raise his 
training and management development 
techniques to new altitudes of effeetive- 


ness. 


success of also 
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Static electricity . . . unevenly cut 
sheets . . . torn sheets in the ream — 
those are the three gremlins that often 
cause your duplicating machines to 
“run wild’’. 

Many of these machine tantrums 
can be eliminated by using Eastern 
Papers . . . the Business Papers that 
are made with just the right amount of 
moisture to minimize the effects of 
static electricity. Automatic hairline 
accuracy in cutting and trimming and 
an electronic detector that keeps 


MADE BY EASTERN 
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reams free of torn sheets eliminate the 
other two trouble makers. 

In addition to trouble-free per- 
formance, you'll get clearer, sharper 
impressions. . . neater, better-looking 
results with any one of the many fine 
Eastern Business Papers. 

Available in cut sizes in Atlantic 
Mimeo Bond, Atlantic Bond, Atlantic 
Duplicator with a wide variety of at- 
tention compelling colors . . . and in 
bright, white Atlantic Opaque. 


BANGOR, MAINE 











Make Your Own 


Letterey Test 


LETTEREX naturally increases typing output be- 
cause it means more time spent on actual 
typing. Production increases vary according 
to length of letters and number of copies 
made. Order a trial supply of LETTEREX, use 
it a few days or weeks, compare new pro- 
duction records with old. See what you've 
saved on overtime, extra help or regular 
help. You'll find LETTEREX more than pays 
its way— usually MUCH MORE! 


LETTERE 





operating cost... 


$42,000.00 


how to save 
10% or more 
on typing costs 





White tp 
on Your. L 
for Samples and Fhiices 


McGREGOR & WERNER, INC. 
1640 Connecticut Avenue 
Washington 9, D. C. 











Governmental Offices Get 
Poorer Choice of Workers 


CARL RIGGS 


President, National Institute of Governmental Purchasing. 
Director of Purchases, State of West Virginia, Charleston. 


ACING the perplexities and oppor- 

tunities of this year, the governmental 

office manager surely has no more 
challenging problem than that of per- 
sonnel training. Of this I am convinced 
not only from firsthand experience but 
from reports made by other purchasing 
directors in the publie service. Owing 
to the ever increasing turnover of cleri- 
‘al personnel, it is well-nigh impossible 
to keep a staff of trained office workers. 
The problem is like trying to win a 
football game with constant substitutions 
of players, most of them “rookies,” or 
like going into battle with green in- 
stead of seasoned troops. There is no 
day-to-day assurance of efficiency. When 
some new program is undertaken, it 
may be stymied for disheartening inter- 
vals. Much of the time the supervisor 
may be bogged down with false starts 
due to the fast clerical turnover. 

The disturbing truth is that there is 
no longer a waiting list of applicants 
for clerical jobs. Why this is the situa- 
tion may be explained by our economists, 
and T shall not go into that. The govern- 
mental office manager must deal with 
the result rather than the cause, and in 
so doing he finds that he must depend on 
graduates from high school and business 
colleges for clerical replacements. The 
best of these graduates are not readily 
adaptable to his particular type of work, 
and require much training. 

Conducting a training school in the 
office would be a very happy solution 
of the problem if those receiving the 
training did not become involved in the 
continuous turnover! The upshot of 
the situation is that far too much of the 
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personnel remains untrained. Obviously, 
untrained personnel requires the em- 
ployment of more workers—quantity 
rather than quality—and this is not per- 
missible with a fixed budget which is 
subject to legislative adjustment every 
two years. 

When the staff is made up of many un- 
trained workers, the tendency is to over- 
work the seasoned and satisfied em- 
ployees. This is an unfair situation 
which may contribute to the loss of the 
trained employees—a body blow to any 
office. Everything considered, the situa- 
tion has resolved itself into a never end- 
ing cycle which means simply: more and 
more work—less and less efficiency! It 
is almost enough to send the conscien- 
tious office manager to the nuthouse! 

I said “almost.” Of course, the con- 
scientious supervisor grapples with the 
problem from every possible angle. He 
knows that he is dealing with a condition 
which seems to be peculiar to govern- 
mental office management. This is men- 
tioned in no sense of disparagement of 
governmental policies. 

Perhaps the commercial offices get the 
first choice—and the best personnel. I 
know this to be true in some commercial 
institutions where trained, competent of- 
fice workers are rewarded with high 
salaries and opportunity for almost un- 
limited advancement. Government agen 
cies lose many of their best employees to 
such private offices. We of governmental 
office management must do the best we 
can with the problems of turnover and 
training. We succeed in varying de- 
grees, 

To be sure, we have met the problem 
to some extent by the installation of 
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“Oalionals save us ‘48,000 a year!” 


—NATIONAL BISCUIT COMPANY, New York 


“Through direct savings and increased effi- No matter what the size or type 
ciency, we save $48,000 a year with our of your business, you'll find that 
National Accounting Machines. This repays orm — 0 Pipe themselves. 
their cost every 19 months. Gratuses 40 Up 00 2/3 of the work 
“The task of completing large weekly payrolls automatically. Your National repre- 
within a limited period of time is no longer a sentative will show how much you 
problem. Work effort as well as time has been can save with National Machines 
greatly reduced, much to the satisfaction of adapted to your needs. 

both management and office personnel. % 


“Also, we are now using several hundred 
National Adding Machines 


that are saving us addi- fr S 1) Es— 


tional time, money andeffort.” Comptroller 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 
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modern office machines. We have in- 
stituted the latest clerical procedures. 
We have adopted approved policies to 
assure harmonious relationships among 
our employees. This we have done, in 
part, through simplified operations, 
elimination of unfair load assignments, 
special consideration to employees re- 
ceiving new types of work to perform, 
and mindfulness of the human factors 
such as personal problems, abilities and 
characteristics. 

The office manager nowadays has, in- 
deed, a most challenging job. If he 
meets the challenge—if he keeps his of- 


fice in the “going concern” class with a 
high percentage of trained personnel in 
spite of the turnover—his success may 
be due not altogether to his own mana- 
gerial ability, but perhaps to his good 
fortune in having found himself with a 
staff of the right persons. For, after 
all, persons, individuals, human beings, 
are what he must deal with in these mal- 
adjusted times—individuals who want 
to be trained, who appreciate the use 
of machines and routine improvements 
which do away with office drudgery, and 
who realize that they are rendering a 
public service in their work, 


Increases in Office Work 
Seldom Can Be Forecast 


CLARENCE H. LICHTFELD 


Past President, National Assn. of Bank Auditors & Controllers. 
Controller, First Wisconsin National Bank, Milwaukee. 


VERYONE knows that office paper- 

work is increasing steadily in rela- 

tion to other work. The primary rea- 
son for this is the increasing require- 
ments by government. Business is re- 
quired to furnish reports to government 
or to protect itself from government with 
adequate records. Much of this paper- 
work is not useful for regular business 
purposes. <A lesser increase in paper- 
work is due to the fact that business is 
becoming more complex and therefore 
finds it necessary to prepare more 
factual data upon which to base man- 
agement decisions. The increase in 
paperwork is not an abrupt thing. It is 
a creeping thing and therefore creates a 
constant pressure upon the business of- 
fice for increased production without 
any tangible warning. 

In the shop, required increases in 
production are quite obvious and con- 
ditions are promptly changed to permit 
such increases. In the office, increases 
in work are almost insidious and cause 
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emergency after emergency, loug before 
the need for the change is realized by 
management. “Too little and too late” 
describes change after change: too little 
floorspace, too few additional employees, 
too little training of employees, too little 
planning for flexibility which will take 
expansion or contraction in its stride. 
NABAC’s recently issued manual on 
bank costs shows very clearly that such 
lack of planning is expensive. It shows 
that office equipment and occupancy 
costs are low costs per employee in rela- 
tion to the salary cost. We also know 
that a trained employee is a more eco- 
nomical investment than one who is 
allowed to work inefficiently because of 
lack of training. Give the trained em- 
ployee the right equipment and favor- 
able working conditions and he or she 
will really earn for you. Of course, the 
equipment must fit the method and the 
volume of work. If it does, it increases 
the productivity at a very low cost. 
For these reasons it would be well 
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for us to search out the less evident 
leaks in office expense resulting from im- 
proper equipment, inadequate training 
and unfavorable working conditions. 
Also, the nature of the work of the 
various office employees changes almost 
imperceptibly until the job is entirely 
different than management thinks it is. 
The office employee knows something has 
happened to him and that his pay is not 
commensurate with his changed duties 


and responsibilities, but too often man- 
agement is unaware of this. Here is 
where proper salary administration be- 
comes a must. Brief but usable job de- 
scriptions, job evaluations and salary 
classifications are as essential in the 
office as in the shop. These are just a 
few areas in which office management 
flexibility is vital. The office must be 


tuned to the times and this cannot be ac- 
complished by homotonous management. 


The Modern Concept of the 
Controllership Function 


EDMUND L. GRIMES 


President, Controllers Institute of America. 
Executive Vice President, Commercial Credit Co., Baltimore. 


VERY office manager has some con- 

tact with the controller of his com- 

pany, or ought to, yet like many an- 
other company executive he does not al- 
ways have clearly in mind what the con- 
troller’s functions are. In your com- 
pany the controller may have a broader 
or a narrower scope than has been 
found adequate by the Controllers In- 
stitute, but I think I ean give no better 
message to men in your field than to re- 
view the basie responsibilities of a con- 
troller. One of our members, James L. 
Peirce, who has given careful thought 
to this significant management develop- 
ment says: 

“Whenever the subject of the con- 
trollership function is diseussed, I am 
beset with the thought that, properly 
speaking, controllership is not a func- 
tion at all. It is rather an attitude of 
mind. It is a presence, if you will, 
which enriches and vitalizes the activi- 
ties of any company in which it is 
found. A mere set of functions may be 
assigned to any qualified person, but con- 
trollership goes far deeper. It is a 
trained viewpoint which, when properly 
exercised, brings balance to manage- 
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ment thinking, escorting it through sound 
channels of business judgment and 
ushering it into the realm of profitable 
operation. 

“Let us consider, then, a modern con- 
cept, and leave yesterday’s model behind. 
We have been accustomed for a long 
time to think of the controller as that 
executive who concerns himself with his 
company’s accounting, costs, auditing, 
taxes, budgets, financial forecasts, insur- 
ance, statisties and so on. Little by little, 
this view has shifted to higher altitudes, 
until the activities of the controller have 
become a recognized segment of mana- 
gerial thought, entering into every sig- 
nificant move and decision. 

“This trail has been pioneered by 
strong men. Looking backward, we can 
visualize them fighting through a wilder- 
ness of tradition and skepticism to win 
recognition of the controller as far more 
than an executive accountant—to carve 
out a new role in management. We can 
also recall some of the mistakes made 
on the way—the men who unwittingly 
became known for saying no to all new 
ideas—the men who prepared their com- 

(Continued on page 164) 
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up to 4 holes—in 12 sheets 
in one operation 


This Boorum & Pease Universal Multiple® 
Punch saves time because it will punch 

2,3 or 4 holes in twelve sheets of ordinary 
bond paper in just one operation. 

It prevents waste because it does the job 
cleanly, evenly, accurately. You can use it 
for ring book, post binders, reliable 

prong binders, visible binders—practically 
every sheet. Quarter-inch holes with 
gauge centers from 23/4, to 814 inches. See 
it demonstrated at your stationer’s. 


ight 
versatile lightweigh 


So small it fits easily into center desk 
drawer. So handy you'll wonder how you 
ever got along without it. This fixed 
punch—for 234-inch centers—takes any size 
sheet. See this B & P Master Punch. Try it. 
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2 Offices Don't Have Technical 
Appeal for New Generation 


A. BRADLEY 


Chairman, Office Management Assn., England. 
Head, Administrative Dept., Ford Motor Co. Ltd., Dagenham, England. 


OCIAL and economic changes in 


Britain during the last 15 years have 
influenced the position of the average 


office employee compared with that ot 
the manual worker. The former hither- 
to enjoyed privileges denied to the tac- 
tory operative: holidays with pay, bene- 
fits of superannuation and benevolent 
schemes, ete. The levelling process ac- 
celerated by the war and the efforts of 
organized labor movements (from which 
the majority of office workers have 
tended, traditionally, to exclude them- 
selves), have redressed the balance to 
some extent. In the main, both classes 
of worker now receive payment for 
statutory and annual holidays, and en- 
joy comparable benefits and conditions 
of employment. 

As a result, the appeal which the 
status of clerical employment formerly 
had for youths leaving school has di- 
minished sharply, particularly in the 
ease of routine jobs. Furthermore, the 
minds of the younger generation of to- 
day are filled with the marvels of 
modern scientific achievements which, 
aided by the element of heroism im- 
parted by their use in wartime, have 
stimulated a wide interest in things me- 
chanical that the average adolescent finds 
it hard to relinquish in favor of a 
sedentary humdrum office job. It is 
doubtful whether he will have heard of 
the advances which have taken place in 
the field of office mechanization; in any 
ease, these somehow fail to grip the 
imagination or offer creative opportuni- 
ties in the same way as, Say, aeronau- 
tics or vast colonial engineering schemes. 

Increased factory production and full 
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employment in industry, coupled with 
the raising of the school-leaving age to 
15 and the introduction of compulsory 
military training at 18, have led to a 
shortage of trained clerical workers. 
The war also retarded the training of 
those who had already entered the com- 
mercial field. The influx of females into 
offices (largely as a result of increased 
mechanization) has caused young men 
to look askance at jobs which a girl 
could do. 

The demand for factory operatives 
and skilled technicians exceeds the sup- 
ply, and keen competition exists between 
employers for all classes of labor in this 
category. It is not surprising, there- 
fore, that youths should seek openings 
which, et least initially, appear finan- 
cially attractive or which afford facili- 
ties for training which could untimately 
lead to lucrative appointments in the 
technical field. 

Training schemes for factory opera- 
tives and for junior technical super- 
visors usually provide for full-time day 
attendance, with pay, for at least once 
weekly at a technical college. On the 
other hand, it is unusual, except in very 
large concerns, to provide similar facili- 
ties for office employees. Engineering 
apprenticeships, too, are much more at- 
tractive nowadays than years ago. The 
apprentice of former days received only 
a token monetary reward during his in- 
denture period of five years or more. 
Many apprentices, after serving their 
time, could not always be employed as 
craftsmen at the full rate of pay and 
were consequently thrown on the labor 

(Continued on page 165) 
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SoundScriber: 


DICTATING EQUIPMENT 


Winner of Fashion 
Academy Medal 
for beauty of design. 


Exclusive “Television Indexing” makes 
your secretary’s transcription as effortless as glancing 
into her compact. No irritating index strips. No straining to hear 
... reception’s bell-clear. No hair-rumpling headbands. And 
SoundScriber saves so much time for her and for you. You dictate 
when you’re ready, she transcribes to fit her schedule. Both of you 
zet more done, faster, with less effort than ever! 
The coupon is your first step toward making 
your secretary even more efficient. Mail it today. SoundScriber Corp., Dept. O1, 
New Haven 4, Conn. 
Only SoundScriber Offers You: Please send me Motion Study Charts. 
1. Automatic On-the-Disc 4. “Television Indexing”. 
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2. Two Arm Flexibility. disc useable on long-playing 
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Costly Accounting Machines 


Need High Type Personnel 


ROBERT L. JENAL 


President, National Machine Accountants Assn. 
Systems Manager, Toni Co., Chicago. 


LL forward thinking management 

today is searching for the means to 

cope with the ever increasing vol- 
ume of paperwork that is necessary to 
operate in the present business world. 
As they examine the complexity and de- 
tail of the accounting work required, 
they constantly find themselves faced 
with the problem of a lack of adequately 
trained office workers to carry out the 
necessary clerical functions. This prob- 
lem is certain to become even more seri- 
ous as each year greater members of our 
young men and women are attracted to 
the professions that offer more glamour 
or to the relatively high paying fields of 
skilled labor. The cure-all that is most 
commonly offered as the solution is to 
mechanize our office operations and 
thereby reduce or even eliminate the 
need for trained personnel. Let us 
examine this suggestion and see if it 
has any shortcomings. As a machine 
accountant I feel strongly that we have 
barely scratched the surface of the pos- 
sibilities in improving office efficiency by 
use of punched cards or other mechani- 
cal devices. Each day more and more 
firms are solving a portion of their prob- 
lems by developing machine accounting 
techniques to handle cumbersome and 
detailed operations with greater speed 
and at a reduced cost. 

Furthermore it does not require a 
crystal ball to see that the present de- 
velopments in the field of electronies 
have put us on the doorstep of hereto- 
fore undreamed of increased speeds and 
efficiencies. Even though the office of 
the future will be less dependent on cleri- 
cal help, it would be foolish indeed to 
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hold this out as a complete solution to 
the undermanned office because here 
again we face a critical problem of per- 
sonnel. If we are to take advantage of 
the great strides that are possible with 
punched cards, we must realize that the 
mere introduction of a machine is not 
enough to fully realize the potential of 
mechanized procedures. We must train 
personnel who are capable of under- 
standing the capacities and limitations 
of machine accounting as well as prob- 
lems of management. The use of punched 
ecards introduces a major expense item 
into the office and it is foolhardy to 
have its installation and operation 
manned by any who are less than ex- 
perts. There are not enough capable 
men in the field of machine accounting 
to meet the demand. So we cannot ef- 
ficiently expand our mechanical opera- 
tions until we find the ways and means 
of attracting new personnel into machine 
accounting. 

It is apparent then that the only real 
solution is for the office professions to 
aggressively enter into the competitive 
market for promising young people and 
recruit the necessary personnel. We 
have let other professions persuade the 
help that we need so desperately into 
other fields of endeavor. They have been 
so successful in their efforts that we must 
wonder if we have less to offer than 
other voeations. I cannot believe this 
is true where management has recog- 
nized that the office is just as vital to 
the success of their business as the sales, 
advertising or factory operations. In 
this type of atmosphere where the office 

(Continued om page 166) 
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LOW-COST 
PRODUCT SALES ANALYSIS... 








Seventy-two unit, 
six bank Denominator 


...1s EASY the DENOMINATOR Way! 


Do you want to know how your products are moving? How much 
of each item was shipped? What shades are most popular? What 


sizes are overstocked? 


Is this information necessary for profitable oper- 
ation?...and must it be provided quickly, 
accurately and economically? 


If the answer is “Yes"!...Then you need 
The Denominator! No experience necessary to 
operate. Test it for accuracy. Try it for economy. 
The results will be gratifying. 


The Denominator occupies very little desk space 
and is made up to meet your specific requirements. 
The one shown above is made to handle 72 
separate items. 


For illustrated folder, write Dept. OM-8. 


THE Denominator Company, INC. 


26) 


BROADWAY NEW YORK 7,N. Y 


Manufacturers of Tabulating Machines for over 35 years 
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THE BIG 4 


IN STENCIL DUPLICATING 


| TEMPO ALL-ELECTRIC 
OFFICE PRINTER 


for speed—efficiency—beauty 


TEMPO FILM STENCIL 


will produce better copies 
than any other stencil, regard- 
less of typewriter used for 


cutting 
Designed to produce beautiful copies 


Wen 
and meet your specific requirements 
ee 
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MILO HARDING CO. 


MILO HARDING 434 W. Pico Bivd., Los Angeles 15, Calif. 
Please send illustrated catalog 
COMPANY 


Established 1904 Name 
434 WEST PICO BOULEVARD, 


LOS ANGELES 15, CALIFORNIA 
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Laborsaving Office Equipment 
Very Essential in Wartime 


Cc. B. LYNHAM 


Director, Service Equipment Div., National Production 
Authority, Washington, D. C. 


AJOR activity of the National 

Production Authority is to insure 

that the material requirements of 
the military services are met and that 
non-military production suffers as little 
as possible in the process. The alloca- 
tion of materials inherent in this type of 
activity creates an automatic regulation 
of the output of metal consuming indus- 
tries so that, when materials are in very 
short supply, it is necessary to consider 
the relative essentiality of the end prod- 
ucts of industry so that essential military 
and civilian activities will not be im- 
peded by lack of necessary machines 
and equipment. The programs of the 
National Production Authority parallel 
the activities of the War Production 
Board in World War II, but are less 
severe in impact in keeping with the 
dual production requirements of the 
present mobilization effort. 

The Service Equipment Division is re- 
sponsible for the allocations of ma- 
terials to 30 industries including office 
machinery, office furniture and equip- 
ment, and as part of its responsibility 
has given careful consideration to the 
essentiality of these products. It has 
been definitely established that office 
equipment is a fundamental requirement, 
particularly in periods of national 
emergency. This essentiality arises from 
the fact that office equipment is labor- 
saving machinery. Shortage of man- 
power is an inherent condition in timcs 
of mobilization, and the offiee work fune- 
tions of the military and civilian ae- 
tivities suffer from a diminished supply 
of workers in the face of a vastly in- 
creased workload. The only solution 
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lies in greater utilization of office equip- 
ment. This requirement, plus the equip- 
ment needed for industrial and military 
expansion, requires that the supply of 
office machinery be maintained at an 
adequate level. 

At the outset of World War LI, the 
view was held in some quarters that the 
production of office machinery could be 
dispensed with entirely, and the original 
limitation orders were written with this 
intent. Subsequently imperative _ re- 
quirements of the military and war in- 
dustries made it necessary to alter this 
view. War experience rapidly  re- 
vealed the futility of trying to do manu- 
ally what office machinery could do auto- 
matically. It was soon accepted that 
office machinery, like machine tools and 
other laborsaving machinery, was of 
even greater importance to essential in- 
dustry in a war economy than in times 
of peace. 

The critical situation caused by the 
World War II shortage of office ma- 
chines became a matter of concern to 
Donald Nelson, then chairman of the 
War Production Board, and prompted 
him to address a memorandum to N. G. 
Surleigh, then director of the Service 
Equipment Division, in which he said 
in part, “In short, during a period when 
the national product of this country is 
inereasing from $97 billion in 1940 and 
$120 billion in 1941 to $175 and $185 
billion in 1943 and 1944, respectively, 
the production of business machines is 
being drastically reduced. Since such ma- 
chines increase the productivity of our 
manpower in a substantial way and since 
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Do your typewriters have 
this wonderful extra key? an 


Only on Royal can your typists get the Bonus Key with special 


characters for your business typing needs. No extra cost! 


Now Royal offers an extra key —a 43rd key on the keyboard 
—a key that is available with almost any combination of 
marks, characters or signs needed! 


Your business may require an exclamation point—or a 
division sign and an equal sign. For some businesses, it 
may be a paragraph mark and a section sign. In fact, it 
can be almost anything you order! 


It’s all available and it’s done by Royal to make this 
superb typewriter more useful in business. Remember: 
Royals have always been built with you, the buyer, in mind! 
There are other “‘buyer” features below. Look them over. 
Then call your Royal Representative for a free office trial. 
Look under “Royal” in the phone book. 


“Magic” Tabulator, a Royal exclu- 
sive. Without taking her fingers from 
the guide-key positions, the typist 
just r-o-l-l-s her right hand and the 
carriage moves to the next tab 


position. 


Carriage Control, a new, exclusive fea- 
ture which lets the secretary suit the car- 
riage tension to her needs. Just a turn of 
the knob does it! No need to call in a 
serviceman! 


New Time-saver Top, a Royal exclusive. Press 
button . . . inside controls all instantly acces- 
sible. “Touch Control” within easy reach. Easy- 
to-get-at spools for ribbon changing. 


QYAL 


STANDARD « ELECTRIC * PORTABLE 
Roytype Business Supplies 
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Schools Need a Handbook of 
Office Work Requirements 


PAUL S. LOMAX 


President, United Business Education Assn. 
Division of Business Education, New York University. 


REPARATION of well - qualified 
persons for office employment has 
become an imperative need of 
modern business. The proportion of of- 
fice workers to all workers has continued 
to rise. In the year 1870 there was 1 
office worker in every 160 workers; in 
1930, 1 in 12; in 1950, 1 in 8. This rela- 
tive increase in the number of office 
workers has been taking place despite 
the increasing use of laborsaving office 
machines and of improved office pro- 
cedures. The resultant rising office costs 
make particularly timely a thorough con- 
sideration of training problems involved 
in preparation of competent workers. 
Let us assume there is agreement on 
the necessity to improve ways and means 
to select trainable persons for office oe- 
cupations. On the basis of that agree- 
ment we desire briefly to present two 
main considerations that have to do with 
education as the decisive factor in ad- 
vancement of quality and amount of 
office production. ’ 
The first main consideration is the 
need to know for training purposes what 
are the prevailing office requirements 
and production standards in our best 
business organizations. Many business 
concerns have’ developed job specifica- 
tions for office occupations and have 
accumulated considerable evidence as to 
production standards in these oecupa- 
tions. But this vital information is not 
in accessible form for practical use of 
both schools and business establishments 
for improvement of their office-training 
programs. This essential information 
about office requirements and production 
standards needs to be collected, analyzed, 
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interpreted, and summarized for the 
purpose of upgrading office training ma- 
terials and procedures. And when such 
information has been compiled, it will 
have to be revised periodically in order 
to keep it in line with changing office 
requirements and conditions. 

This research investigation should be 
made at once. It is long past due. United 
Business Education Assn. has a research 
division that could be responsible for 
such a research inquiry in cooperation, 
say, with National Office Management 
Assn. Are there not at least ten big 
business concerns which in enlightened 
self-interest are ready to contribute 
$5,000 each to provide a fund of $50,- 
000 to plan, organize and complete a 
greatly needed study to result in a 
Handbook of Office Requirements and 
Production Standards? While there 
have been some studies of this kind 
made, it remains true that there is not 
available a single, serviceable handbook 
for the guidance of schools and business 
concerns that desire to improve their 
preservice and inservice office training 
programs. 

The second main consideration is to 
find out what office machines can be 
justified in an office training course of 
a school, especially a publie high school, 
on the basis of the kinds of education 
which are involved in office applications 
of the machines. We assume that a stu- 
dent should be trained as a skillful opera- 
tor of a given office machine, such as a 
calculating machine. However, we main- 
tain that it is primarily a thorough un- 
derstanding of the arithmetic that is 


(Continued on page 169) 
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owl organize 


your paperwork 





Here is a new, easier way to handle 
routine paperwork and dictation—a dif- 
ferent technique that will help you finish 
faster: 

(1) Start at the top—there’s no need to 


sort out the dictation matter; no need to 
call your secretary in and keep her waiting. 

(2) Read the first letter, memo or report. 
Decide whether to handle it verbally or in 
writing. 

(3) If verbal, pick up your telephone and 
get it done. If in writing, pick up your 
Audograph microphone and get it done. 

(4) Go on to the next item, and handle 
the rest the same way. 

Note that you go through the workpile 


aUifOCHAPH 


The world's most versatile dictation instrument 


AUDOGRAPH* sales and service in 180 U. S. cities. See 
your Classified Telephone Directory under ‘‘Dictating 
Machines.’’ Canada: Northern Electric Co., Ltd. Abroad 
Westrex Corp. (Western Electric Co. export affiliate) in 
35 countries, Audograph is made by the Gray Manufac- 
turing Company — established 1891 — originators of the 
Telephone Pay Station. 


*TRADE MARK REG. U.S. PAT. OFF. 


just once. If interrupted, it’s easy to pick 
up where you left off. 

You work smoothly, efficiently, quickly— 
alone, you think and talk easily. There is 
no confusion, no waste motion, no petty 
delay. And while you’re working, your 
secretary is intercepting phone calls, getting 
data you need, or transcribing the work you 
Audographed earlier. 

Although versatile Audograph helps you 
in many ways, it has proved again and 
again that in this one function alone— 
speeding your routine paperwork—it saves 
its low cost many times over. 

If you are interested in this more efficient 
way of working, send in the coupon. Try 
the technique yourself. You'll find that it 
really works. 


The Gray Manufacturing Co. 
Hartford 1, Connecticut 


Please send me your illustrated Booklet R-1 
‘‘Now We Really Get Things Done!’’ 
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schere you have colatia Saptioaciae™ 
sehere speed is important 


where you want the very best 


Stee’ - 


Found 


Kluaid Duplicator 


with New De Luxe 
Ream Feeder 


‘ 





AN ADVANCED DEL 
WITH ALL THE PREVIOUS 





DEPENDABLE FEATURES 


Reproduces 4 colors in one operation 
Reproduces all or part of master 
Duplicated fill-in registers perfectly 
with record printed form 

Using Standard Master Prints (printed 
carbon master units), form and fill-in 
can be duplicated simultaneously 
Original may be filed and reused 
again and again 


For still higher efficiency, Standard, hav- 
ing introduced the great new Coronet 
C9EA in 1951, now offers you an even 
better business machine, this effective 
new Coronet C9ED with Deluxe Ream 
Feeder Unit, ELECTRIC 


Free illustrated brochure on request. MODEL C9ED 


STANDARD DUPLICATING MACHINES CORPORATION x < 
Everett 49, Massachusetts “longue 





Standard Duplicating Machines 





Office Tools Aid Management 
To Plan, Guide and Control 


A. B. DICK IIl 


President, Office Equipment Manufacturers Institute. 
President and Treasurer, A. B. Dick Co., Chicago. 


VER the last several years, past 

presidents of the Office Equipment 

Manufacturers Institute have written 
about how the “Office Equipment Indus- 
try Expands,” “Office Machines Bring 
Savings to Business;” “Offices Cannot 
Afford Inefficient Operations;” and 
“Management Needs More Office Tools.” 
For 1953, the story has not changed. The 
office equipment industry is still ex- 
panding, still helping to reduce office 
costs, but the total job is hardly begun. 
For example, although office managers 
continue to improve the efficiency of 
their present staffs by increased utiliza- 
tion of office machinery and _ business 


equipment, the nature of the office fune- 
tion continues to expand, both in size 
and importance, 

In 1910 there were 1,700,000 people 
employed in clerical jobs in this country; 
by 1950 the number had grown te 7,- 


700,000. For this same period, clerical 
jobs as a per cent of all jobs moved 
from 4.6% to 12.6% and the figure is 
still climbing. Like most business prob- 
lems, the answer lies in the area of men, 
organization, and machines. 

Susiness today demands a vast nerve 
system of planning, guiding and con- 
trolling, which can be attained through 
the use of modern and essential office 
tools. Perhaps it is true, at least it 1s 
generally believed, that the office has 
lagged far behind the factory in im- 
provements in reducing production costs. 
3ut increasingly we hear the familiar 
cost-reducing words of the factory being 
applied to the office: standardization, 
layout, manhours versus machine hours, 
process time, methods improvement, and 
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time study. And there are some rela- 
tively new phrases, too: scientific office 
management, business system and pro- 
cedure analysis, and office engineering. 
We are all familiar with the impact of 
the machine revolution in the factory. 
Starting later, and with less fanfare, the 
machine revolution in the office con- 
tinues with an inevitable, quickening 
stride. 

Aside from machines, what about that 
other major problem of the office man- 
ager: the continuing scarcity of clerical 
personnel? There are significant impli- 
cations in the relationship of mechaniza- 
tion and manpower. Can the manufae- 
turers help to alleviate the manpower 
seareity? The answer is, they are help- 
ing. 

In the first place, research and de- 
velopment have brought into being in 
the latest office machinery and business 
equipment many improvements which 
aid the office manager to improve the 
efficiency and lessen the strain of the 
present clerical staffs. In many in- 
stances the utilization of modern office 
tools brings about a reduction in office 
staff. If you will take the time to com- 
pute the price of one minute of clerical 
labor—just one minute—the cost savings 
inherent in modern office tools will be 
most encouraging. 

A second area in which the members 
of the Office Equipment Manufacturers 
Institute assist the office manager with 
his manpower problem is not so obvious 
as mechanization, but it is of consider- 
able importance. It has to do with a 
fundamental aspect of human relations: 

(Continued on page 172) 





New Offices Can Attract 
Personnel More Easily 


ADRIAN H. PEMBROKE 


President, National Stationery & Office Equipment Assn. 
Pembroke’s, Salt Lake City. 


HE writer recently visited Lever 
Tree the new glass and stainless 

steel office building on Park Avenue, 
New York. This new structure and its 
furnishings prove conclusively that to- 
morrow’s offices are here today. There 
is little doubt in the minds of the man- 
agement of Lever Brothers Co. of the 
intrinsic value of their new business 
home, for here is a large office building 
filled with pleased office workers who 
thoroughly enjoy the beauty, comfort 
and efficiency of their new surroundings. 

Jervis J. Babb, president of Lever 
Brothers Co. states with pleasure that 


the transformation of the executive and 
clerical staff was almost unbelievable. 
There was an immediate improvement 
in attitude toward the work. This was 
combined with a new pride of all in 
the company and its new business home. 
Overnight, there was a marked im- 
provement in the way the people dressed. 
They complimented their new offices by 
dressing up to it. One other surprising 
and satisfying experience was the sharp 
inerease in the number of superior peo- 
ple applying for employment. Today, 
Lever Brothers have no problem in ob- 
(Continued on page 170) 


New Office Furniture Will 
Hold Old and New Workers 


V. L. CALDWELL 


President, National Office Furniture Assn. 
John Wanamaker Co., Philadelphia. 


face another, full of the unknown. 
Now these and many other questions 
come up before our mind’s eye. Will it 
be a good business year? Will economic 
conditions settle? Will our personnel 
problems ease? Will we have any per- 
sonnel this time next year? With the 
defense programs still running full tilt 
and the completion of a presidential 
election year, we should be able to look 
forward to satisfactory answers to the 
first two questions. 
The personnel problem is the real bar- 


E have just completed a rather 
trying year and must of necessity 
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rier that has risen to such an extent it 
requires major consideration by top 
management. Business and industry have 
expanded to the point where a shortage 
of skilled, steady office workers is be- 
ginning to take its toll. Instead of being 
able to absorb or double up they find 
the rate of clerical worker to producer 
is constantly increasing. Obviously, 
drastic steps must be taken. 

The clerical workers’ earnings have 
risen, perhaps not as much as the in- 
dustrial worker, but have still climbed 
steadily upward. This would lead us 

(Continued on page 173) 
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CHECK THESE FEATURES 


@ Heavy gauge rust-proof channel steel side-plates and 
horizontal steel stackers carry the load, leaving 
drawers free of weight. 


@ Side plates have key-hole slots for bolting units 
together side by side. Bolts furnished. 


@ Masonite board is used in front and back of drawers, 
covered with same high grade corrugated fibre board 
used throughout. Finished in fade-proof modern 
office grey. 


@ Heavy metal drawer pull holds identification card. 
Recessed easy-to-grasp handle. Produces neat front 
office appearance. 


@ Shipped flat. Assembles quickly and easily. 


@ Stackers on bottom form feet for sanitary base. 


SOLD ONLY ON A MONEY BACK GUARANTEE 
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Phantom view shows how one unit stacks 
on top of other with factory applied 
steel side-plates and steel stackers 
making sturdy steel shelving as high 
as desired. 








No. 511 LETTER SIZE 


Inside Drawer Dimensions: 124%4” x 10” 


x 24” long. 
PRICE, CARTON PRICE, 
EACH ACH 


PACKED FLAT—6 to CARTON, Wt. 48 Ibs. 
Unit consists of four pieces, shell, drawer 
and two steel stackers. 


BANKERS BOX CO. 
720 S. DEARBORN ST. 
CHICAGO 5, ILLINOIS 








Forms Business Still Good 
But Competition Is Keener 


FRANK H. ABBOTT JR. 


President, Business Forms Institute. 
President, Sunset-McKee Co., Oakland, Calif. 


OURTH-QUARTER business, as 
was foreseen, has improved and will 
set the mark for the first six months 
of 1953. The business forms industry 
will have billing for 1952 of approxi- 
mately the same as 1951 because of the 
backlog created in ’50 and ’51. Incom- 
ing business for 1952 is less than 1951 
and this slackening will probably be re- 
flected in lower billing for 1953. 
Deliveries of business forms are now 


back to a normal basis and due to sub- 
stantial increase in machined capacity 
and slack business, competition is keen 
and profits are suffering compared to 
previous periods. 

Business forms sales for 1953 should 
equal last year’s bookings with satisfac- 
tory profits being made by those firms 
who have efficient and well operated 
plants and aggressive creative sales or- 
ganizations. 


Independent Dealers Can Sell 
Greater Variety of Machines 


HAROLD MANN 


Executive Secretary, National Office Machine Dealers Assn., 


Los Angeles. 


HIS should be one of the most in- 

teresting years in the history of the 

office machine industry from the 
standpoint of the nation’s dealers. This 
year the dealers of America will have on 
their shelves a greater variety of product 
than ever before. This is the result 
of the breaking up of hard and fast sales 
policies by manufacturers who for many 
years did not include the independent 
dealers in their plans. More and more 
companies are courting the favor of the 
dealers of America than at any time pre- 
viously. The dealer is emerging more 
and more as a man who has the know 
how and ability; a man respected in his 
community; a man able to sell millions 
upon millions of dollars worth of mer- 
chandise annually; a man who has be- 
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come so well trusted by his clients that 
they take his judgment on product and 
make their purchases accordingly. 

This year the dealer will be able to 
take care of his client’s needs in almost 
any direction. Various manufacturers 
are making available to dealers machines 
that will place him in a position to com- 
pete in the more highly specialized 
brackets of the industry. No longer will 
he be manacled in his sales efforts by 
not being able to provide from his own 
store the more intricate and greater va- 
pacity machines that are needed by his 
clients. Too, the availability of new 
product will greatly enlarge the scope of 
his sales potential. 

And there are more surprises in store 

(Continued on page 172) 
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You can definitely im- 
prove the effectiveness 
of your catalogs, presen- 
tations and reports with 
colorful, handsome GBC 
plastic binding. 
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General Binding 
Corporation 





Anyone can produce beautiful 
plastic bound books in 
these 2 easy steps: 


modern . . ‘Punch sheets and covers of pia - or 
way 


right in your 
own office! 
...and save money, too IB i 


weight, quickly, accurately 


Bind up to 250 books an hour with colorful 
GBC plastic bindings 


Add prestige... utility . .. attention-compelling 


appearance to reports, catalogs, presentations, and all 
printed and duplicated material with this sparkling 
plastic binding. NEW GBC portable equipment 
quickly ... economically plastic binds loose pages of 
all sizes into easy-to-use personalized booklets. Pages 
turn easily ...lie flat. Durable plastic bindings are 
available in a complete range of colors, styles, and 
sizes. Complete GBC office equipment costs less than a 
typewriter .. . saves more than 50% over old fashioned 
fastener-type covers. Anyone can operate. 


GET YOUR FREE PORTFOLIO-PRESENTATION NOW 


a . GENERAL BINDING CORPORATION 
Dept. O-1, 812 W. Belmont Ave., Chicago 14, Ill. 


Please send me, without obligation, your free PORTFOLIO- 


PRESENTATION that includes prices, applications, and other 
practical information on this modern plastic binding system. 
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Are you harboring the 
HIGH, “HIDDEN” EXPENSE 


0; ge ila ia 
0 ll ihc nti Meas 
ch fs 


of gathering apers by hand ? 


Most companies recognize the annoyance and confusion 
created by hand collating of papers. However, few 
really realize the fact that it is an item of 
considerable expense too! 
If any one of the scenes above 
take place in your company... 
you owe it to yourself to write 
for full facts on how a Thomas 
Collator can help you save 
time, save dollars and increase 
efficiency. 


FREE Learn how to a {| 
save up to 70%. Write é OmmAs e& aters 


for free collating analysis < Aes i : 
sheet. Permits easy Specialists in paper gathering 


analysis of your paper 30 Church a Dept. B., 
gathering costs. “ct ame ® New York 7, New York 
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England Needs More People 
In Plants Than in Offices 


HARRY WARD 


Secretary, Industrial Management Research Assn., 


HE growing volume of paperwork is 

serious. I compute that 8 million 

days of clerical work are done every 
working day in the U.K. in a country 
which provides work for a working 
population of 23,500,000 people. There 
is no precise boundary, but all time spent 
in handling paper, telephoning and in- 
terviewing is included in this estimate 
the work done at a desk or its equiva 
lent. In the 8 million, I include people 
not normally regarded as clerks: police- 
men in uniform, doctors, shopkeepers, 
soldiers, sailors or airmen besides c¢ivii 
service, local government, bank and in 


London, England. 


surance staffs, ete. Clerical work per- 
vades all activities. I believe we could 
speedily reduce the number doing cleri- 
cal work by 2 million. ‘To save another 
2 million would involve investigation. 
If a nation employs one-third of its 
population on clerical work, it follows 
that if must be employing many people 
not suitable for such work. 

The lower the grade of clerical worker, 
the more who must be employed. Cleri- 
cal work does not come naturally. Three 
people are commonly doing the work of 
two, and in many a case four or five 


(Continued on page 176) 


Office Efficiency Is Now 
Greatest Economic Need 


W. J. ARRIS 


President, Office Appliance & Business Equipment Trades Assn. 


of Great Britain. 


Managing Director, Burroughs Adding Machine Ltd., London. 


HE quest for improved productivity 

has emerged as perhaps the most 

significant economic mission of our 
time. So closely has it become linked 
with survival in the free world that it is 
now the common aim of all nations, and 
a first among first things. There may 
have been a time when we could face 
such a challenge without too much con- 
cern with the cost. If so, that time is 
well behind us. Succeed we must, but 
our world has no longer the wherewithal 
to support extravagance or waste.  In- 
deed, the very existence of a long run 
demands the sage and careful use of 
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our dwindling resourees. 

If thoughts such as these could once 
have been relegated to the realm of 
abstract speculation, they can no more. 
Conditions today have brought them 
home to the average business man, 
forcibly and realistically. In his own 
business he has come to realize both the 
necessity of increased productivity and 
the difficulties of achieving it. His costs 
have risen to the point where every 
penny must be made to count. More 
than that, he has learned that in clerical 
work, and many other types of work, 

(Continued on page 178) 





Britain Enjoying Competitive 
Trade in Office Equipment 


VICTOR H. WAKE 


President, Typewriter (& Allied) Trades Federation of 


Great Britain & Ireland. 


Harris, Wake & Porter Ltd., Ilford, England. 


ET me commence by sending greet- 
| to our colleagues in the United 

States who handle office machinery, 
and in particular typewriters. The 
federation I have the honor to serve as 
president, is now in its 30th year, and 
in view of its complex make-up has 
achieved in that time a remarkable 
unanimity in the trade; the more so, as 
the membership includes rivals in busi- 
ness such as manufacturers and im- 
porters; wholesalers and retailers. 

Immediately after the war and indeed 
until about a year ago, the trade in this 
country had the benefits of a sellers’ 


market. The demand for new type- 
writers greatly exceeded the supply and 
in consequence the demand was met, to a 
large extent, by rebuilt second-hand 
tvpewriters. Gradually as the 
nomics of the continent of Europe im- 
proved, imports of both standard and 
portable machines were taken from 
continental countries, and this, to some 
extent, counterbalanced the shortage ot 
new typewriters available for the home 
market. British-made machines have 
been, and still are, for the most part 
exported in order to assist in preserving 


(Continued on page 184) 
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Office Machines Lead 
France’s Economic Advance 


G. VIEILLARD 


President, Chambre Syndicale des Fabricants Francais 


de Materiel de Bureau. 


Cie. des Machines Bull, Paris, France. 


N international convention and ex- 
Aim of office equipment was held 
in Paris, Oct. 6-12, 1952. Vincent 
Auriol, President of the French Re- 
public, who attended the opening of the 
exhibition, could show nothing but sur- 
prise at the extent and quality of the 
event. This feeling was shared by the 
thousands of visitors who came to the 
exhibit, some of whom went so far as to 
display a certain awe before the variety 
of products. Last year’s exhibit was 
the third of its kind in the postwar 
period. 
The French office equipment industry 


is proud to have been among the pro- 
fessions which have taken this initiative. 
This has been only the answer to the 
customers’ desire for office equipment, 
particularly office machines. 

Before the war, French business ma- 
chine requirements fluctuated annually 
between 25 and 30 million dollars. Of 
this amount, from 20 to 25 millions were 
foreign imports with the French indus- 
try supplying only a minute portion of 
our market needs. At present, French 
business machine requirements are about 
$50,000,000 and the French industry 


(Continued on page 185) 
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onvICcTION 
CHAIRS 
UALITY 


name 


Cramer POSTURE CHAIR CO., INC. 
1205 Charlotte Kansas City 6, Mo 


NAME . 





ADDRESS 








CITY 


7 Leones 





| 
@ 910 SERIES 


We've packed all the famous Cramer 920 Series Qual- 
ity into these four chairs (side and swivel) in the new 
910 Series, and we've modified certain details-to put 
them into a price class that YOU WILL LOVE. Model 
913, for example, we believe to be the lowest price 
per QUALITY in aluminum executive seating today! 


© KEEP YOUR FEET 
on the GROUND 


The arrow points to the revolutionary Cramer. “Roll- 
Tilt” mechanism which keeps chair occupant's feet flat 
on the floor while he tilts backward. Perfect poise for 
the executive while he relaxes. Model 923 illustrated. 


@ OUTSTANDING FEATURES 
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Eliminate wasteful “paper reading” duplication 


... this alone results in substantial savings! 


How many people in your organ- 
ization read the title on one sheet 
of paper before it is finally filed? 
Every entry on every business 
record has a paper behind it — a 
medium of posting. As many as 
10 to 70 sheets are used in the 
course of a year for one item. 

All of these are filed — pulled — 
re-filed, going through the hands 
of the (1) machine clerk, (2) 
record clerk, (3) file basket col- 
lector, (4) sorting clerk and (5) 
file clerk. Five or more people 
may read the title on a sheet of 
paper before it is finally filed. 

This one action alone — “paper 
reading” — unnecessarily multi- 
plied by five means waste of time 
and money and loss of efficiency 
— not to mention loss of respon- 
sibility through multiple handling. 


WITH CORRES-FILE AND ROTOR-FILE ... and unit operation, responsibil- 


ity is evenly divided between sev- 
eral clerks. These individual clerks 
can handle a complete writing- 
finding-posting-filing sequence from 
a seated position. One reading of a 
title from writing to filing is all 
that is needed — as much as 80% 
of the present time waste and effi- 
ciency loss can be eliminated, All 
the necessary records — cards, 
sheets, correspondence — are filed 
at her work station — all at finger- 
tip reach, only seconds away. Paper 
reading and handling is cut to an 
absolute minimum — efficiency is 
increased — time and money are 
saved — PLACED RESPONSIBIL- 
ITY IS SECURED! 














Here 2 operators do the work of 4 — 


... this indicates the complete versatility of Rotor- 
File. Any combination of card records and corre- 
spondence — for any filing operation — can be 
housed in Rotor-File, to cut costs and increase effi- 
ciency for you. 














“ROTOR-FILE cuts costs, increases efficiency, | 


steps up production, boosts employee morale 


Corres-File changes the filing clerk’s menial job of physical labor 
to a dignified desk operation. This unit equals 3 4-drawer files — 
and the clerk works in only 1/10 of the space, because the records 
come to her, The Corres-File clerk works with new speed and effi- 
ciency, does more work in less time — and loves it! This means 
lower operating costs, less personnel turnover and a more efficient 
filing operation for you. 


6-Tier Rotor Corres-file — gives you a floor space saving of 36% 


If floor space is an important factor in your operation, 6-Tier 
Corres-File gives you a saving of 36% — and yet 84% of the file 
clerk’s work is done from a comfortable seated position. This is 
possible because of Corres-Files “side filing” feature and the ad- 
justable chair unit. Filing in the top tier is most easily done with 
the aid of a fold-away stand — however it can be accomplished 
without strain by the average girl without this stand. 


Desk Rotor-File is available in single models (shown at 
right) or double models (on facing page). This desk-file 
combination offers substantial savings in space — split second 
finding, filing and posting — all from a comfortable seated / 
position, And the capacity grows with your needs. Used in 
combination with the Rotor Corres-File it offers the finest, 
fastest, most efficient filing system available. 


Please send the Rotor-File folder giving 
complete descriptions and capacities. 


EFFECTIVE TOOLS FOR EFFECTIVE MANAGEMENT = 


WASSELL - 


ORGANIZATION, INC. me 
WESTPORT 2, CONN. Re Ses al ae ee 


a cecil Diet 
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. *Tn all business figure - work 





@ Exclusive features enable the Friden 
fully-automatic Calculator to perform 
more steps in figure-work without oper- 
ator decisions than any other calculating 
machine ever developed. Watch Friden 
figure-thinking save for your business 
...Save so much in human time that this 
Calculator’s cost can be quickly written 
off! Friden sales, instruction and service 
available throughout the U.S. and the 
world. FRIDEN CALCULATING MACHINE 
co., INC., San Leandro, California. 

© Friden Calculating Machine Co., Inc. 


—— 
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extra thinking | 


Friden ‘decision-making’ features you should see 
Time-saving abilities of the Friden fully- 
automatic Calculator include (1) automatic 
accumulation of individual extensions, and 
(2) automatic selective half-cent adjust- 
ment. Need for operator decisions also elim- 
inated on many other figure-work steps! 
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To make year work look better... 
Make You look better... Always use 


NGHORN 


Have You Sent for 
Your Copy of 


WHAT'S YOUR BRAND? 


You'll find it fascinating 
reading—Longhorn's hand- 
somely illustrated little 
booklet giving unusual 
facts about famous 
Southwestern cattle 
brands. We'd be pleased 

to mail you a copy at 

your request. 


CARBON and 
RIBBONS 


You'll get praises from the boss— 
you'll look sharp, be sharp— 
when you use Longhorn Carbons 
and Ribbons. They give your 
work that extra sharp, extra clean 
neat appearance that wins friends 
and influences raises! 

Longhorn Carbon is made in the 
exact weight and finish to suit 
your style...Longhorn Ribbons 
have six degrees of inking—one 


of them just right for your touch. 


Boost your work and boost yourself-—ask 
your office manager to buy Longhorn 


Carbon and Ribbons for your office! 


Cémeo 


AMERICAN CARBON 
PAPER MFG. CO. 





iA olenscm 10):):14 mee). 7: bh aml lon 
The Largest Rubberizers of Cloth in the World 


FOUNDED 1896 CANTON, MASS. 
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Do you have a record jam on your hands? 


Get measured up for greater filing space in the same area, NOW! 


How mucu does your current floor space for rec- 
ord storage cost per square foot? 

Regardless of the figure, you can greatly reduce 
it with Safe-T-Stak Steel Storage files. 

Thousands of users report 30-40 and even 50% 
more filing space when they switched to Safe-T- 
Stak. And, Safe-T-Stak is inexpensive, yet quality 
built for a life-time of service. Take advantage of 


a trained Diebold specialist’s survey of your rec- 
ord storage area—there’s no obligation. He will 
show you how to get the most out of your filing 


space, 

And, he'll help you in planning a record de- 
struction program for greater efficiency in record 
storage. 

Mail the coupon below today for all of the facts. 


serving business for over 94 years 


Sa fe e-T-Stak steei storage files available for all record sizes. 


Let a Diebold Survey show 
you how 35% of your inactive 
records can be destroyed! 


eee ie ae ort a ee one 


record handling systems 
2047 mulberry Rd., S.E., 
Canton 2, Ohio 


Diebold 


cee tCeredst ££ 


1 want complete details on Sofe-T-Stak and a syrvey of my 


storage area without obligation 


a reer nattinecenitientiiaabatimnen | 


COMPANY 


ADORESS _ 


Factory branchts ond dealers in al! principal cities 


burglar alarms 
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Microfilm e rotary, vertical and visible filing contpment e safes, chests and vault doors e bank vault equipment 
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New Products 


ROTATING FILES 
Wassell Organization, Inc., Westport 2, 
Conn., makes the 6-tier Roto Corres-File 
which holds the equivalent of 18 stan- 
dard letter file 20.4% 
floorspace compared to standard 5-drawer 
files. Compared with 4-drawer standard 


drawers in less 


files, the saving in floorspace is 36.6%. 
With the 6-tier Corres-File, the file clerk 


does 84% of her work while seated with 
a desk in front of her. The unit 
an adjustable chair and the tiers rotate 
with the material which is filed from the 
side. A folding step is provided to reach 
the top tier but the average clerk can 
file in this sixth tier without using the 
stool if she 


includes 


raises her arms above 
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shoulder level. However, for lengthy fil- 
ing in the top tier, the used. 
This Corres-File is also made in a 4-tier 
unit which provides for completely seated 
The 4-tier unit holds the 
equivalent of 12 standard letter file 
drawers and also puts a desk in front 
of the file clerk. These made 
to house any size record cards or folders. 
An illustrated folder describing many 
different units can be had free from 
above address. 


stool is 


operation, 


units are 


SECURITY BOX 

Bison Distributing Co., P. O. Box 36, 
Buffalo 16, N. Y., offers the Protect-O 
Deluxe Security Box which is fire re- 
sistant. It is insulated against heat by 
a 4” treated asbestos sheeting between 
all parts of the two steel walls. There is 
no metal contact between the inside and 


outside walls to conduct heat to the con- 
tents. Inside measurements are 814” x 
121%” x 34”, weight 10% Ibs. Box 
comes with two keys for its cylinder lock 
and has handle and extra pro- 
tective lip under the hinge. Available 
in office green, gray or tan; $11.95 retail. 
Literature from above address. 


recessed 
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COPYHOLDER 


Pettersen Mfg. Co., 627 Milpas Street, 
Santa Barbara, Calif., makes the Ma-Co 
Magnetic Copyholder which holds mate- 
rial to be copied by magnets at each end 


of a line guide. The copyholder can be 
placed at any angle or distance from the 
eye to suit individual needs. It will 
hold stenographer’s notebook as well as 
papers for filing. Full information from 
above address. 


PAPER PUNCH 


Boorum & Pease, Brooklyn 1, N. Y., 
offers the lightweight B & P Master 


Punch Model N 22 which easily fits into 
the center drawer of a desk. This is a 
fixed punch for putting 4” holes on 2%” 
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centers into sheets of any size. Literature 
on this, and larger Boorum & Pease paper 
punches, can be had from above address. 


TRANSFER FILES 


Bankers Box Co., 720 8S. Dearborn St., 
Chicago 5, Ill., makes Staxonsteel Trans- 
fer Files, engineered so that the factory- 
applied steel side-plates and horizontal 
stackers carry the load at all four points 
of weight and strain. The drawers will 
not bulge or stick when loaded no matter 
how high the units are stacked. Files 
are shipped flat and assembled quickly 
and easily, each unit making a complete 
durable file drawer and shell which be 
comes part of sturdy steel structure as 
other units are stacked on top of it. Steel 
side-plates, punched with keyhole slots 
for bolting units together side by side, 
permit Staxonsteel file drawers to be 
interlocked horizontally as well as ver- 


tically. Drawer stops warn the user 


against spilling contents by pulling the 
drawer completely out of the shell. Hori 














zontal steel stackers fit snugly into the 
steel side-plates and function as legs on 
the bottom of each tier, so that the file 
itself never touches the floor. The well 
designed drawer-pull and 
file index card holder of die-cast metal 
is recessed to fit the hand. There is also 
a hand-hold in the back of each drawer 
to make carrying easier when it is neces- 
sary to remove drawers from the shells, 
Finished in modern office gray finish on 


combination 
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all corrugated fibreboard portions and 
sufficiently attractive for installation in 
general offices as well as record retention 
rooms. Full production is under way on 
the unit illustrated which will take con- 
tents of regular letter size files, Addi- 
tional sizes for all office record forms will 
be gradually added to the line. 


FOOTPOWER PLASTIC BINDER 

General Binding Corp., Dept. 0-1, 812 
W. Belmont Ave., Chicago 14, Ill., makes 
the GBC Model 16 Foot-power Binding 
Machine (illustrated) and the Model 16 


the 


loose 


Foot-power Punch which leaves 
operator’s hands free to handle 
sheets. This enables an unskilled opera- 
tor to assemble more than 300 books per 
hour with a plastic binding that is equi- 
valent to professional work. An unskilled 
operator can produce at least 10,000 
punched sheets an hour. The cost of the 
Model 16 Punch is considerably less than 
that of the equivalent punching dies 
previously needed for this production. 
Those dies had to be mounted in a heavy 
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both cost and 
Punch sells as 
with dies, 


increased 
Model 16 
unit, complete 
accessories 


frame, which 
weight. The 
an integral 

frame and all needed for 
volume punching of loose sheets. The 
Model 16 binding machine comes with 
a sample assortment of full length plas- 
tic bindings from 3/16” to 1%” in 


diameter in 9 different colors. Two special 
colors, gold and silver, are available. The 


bindings in both 
backbone 


assortment includes 
wide backbone and 
styles. The manufacturer offers a free 
plastic bound portfolio that tells the 
complete story of this new equipment in- 
cluding advantages, applications, lists of 
users and prices. 


narrow 


ELECTRIC MARKING MACHINE 
Ajax Time Stamp Co., 368 Broadway, 
New York 13, N. Y., announce the Ajax 


Electric Quick-Set Machine, especially 


designed for rapid change of numbers, 
letters, dates, etc., from one combination 
to an entirely different one. This machine 
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is in constant use by banks, brokerage 
It fea- 
tures automatic ribbon feed and ribbon 


houses, insurance companies, ete. 


reverse, and solid brass engraved wheels 
which insure clear, clean impressions at 
all times. Engraved die plates can be 
incorporated into the machine and 
changeable word cylinder can be supplied 
in place of either upper or lower die 
plate. Figure wheels, letter wheels, barrel 
wheels, ete., are engraved to customer 
specifications, Additional information 
on the Ajax Electric Quick-Set Machine 
or on pertaining to timing, 
dating numbering may be ob- 
tained above 


problems 
and/or 
from 


address. Complete 


catalog available on request. 


SALESBOOK 


Gilmantin Salesbook Co., 
way, New 
samples of 


1476 Broad- 
York 36, N. Y., offers free 
their all-purpose triplicate 
sales check for department stores which 
eliminates the need for separate C.O.D. 
and cash salesbooks. It features a unit 
address label delivery stub and has pro 
vision for cash register certificates. This 
firm has had 25 years experience in the 
production of salesbooks, manifold forms 
and one-time carbon sets. Write above 
address for samples, 
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FILE SIGNALS 


Robert Howard Co., P. O. Box 13321, 
Palo Alto, Calif., makes Flag-it signals 
which are specially designed for tempo 
rary or changeable controls on records 
like accounts receivable, customers’ serv- 
ice, inventory and other card systems. 


Ideal for rotary files, Flag-it signals are 
made in ten colors, are applied without 
spring clips or moistening and remain a 


part of the record until removed. Being 


self-adhesive, these signals are quickly 
removed by peeling off. 


A package of 
340 Flag-it signals in any color, or as 
sorted, is $1.50 from above address. 


MOVABLE 
PARTITIONS 
Arnot & Co., 922 

Park Ave., Balti 
more Md., 
makes Partition 
ettes which can be 
without 
tools by anyone in 
the office. 

partitions 


set up 


These 
are 
free 

standing and may 

be assembled and 


movable or 


reassembled to 
meet requirements’ 
Made in hand 
somely finished 
wood to match the 
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most popular standard office furniture 
finishes, in six stock lengths and three 
stock heights, with top panels either of 
matching wood, glass or Corrulux. Par 
tition-ettes allow making office improve- 
ments without interrupting work and 
provide distinctive enclosures for stand- 
ard office furniture, extending in any 
direction. They create private offices in 
large areas without changing basic light- 
ing or ventilating, or disturbing perman- 
ent walls or floors. This reduces inter- 
ruptions, clutter and traffic confusion by 
screening out interferences. Arnot have 
for years specialized in fine shipboard 
furniture which must utilize all available 
space and this experience is embodied in 
their office units. Illustrated literature 
from above address. 


HAND-POSTER 
Visirecord, Inc., Copiague, L. I., N. Y., 
makes the TRIposter for posting multiple 
records at one writing. This is a fast 
hand-posting bookkeeping machine de- 
signed for multiple record postings. As 
many as seven coordinated records may 


be posted simultaneously like journal, 
duplicate journal, ledger, customer’s re- 
ceipt, statement, home office copy, sales 
accounting copy. The carbon roll for 
duplication is contained within the ma- 
chine, eliminating messy handling and 
speeding customer service. There is no 
possibility of any transcription errors as 
all copies are done in one writing. Trans- 
actions are controlled by individual jour: 
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nal entry and no entry or alteration is 
possible without appearing on the jour- 
ral. The journal provides daily control 
over cash merchandise distribution and 
general ledger entries. Anyone who can 
write can operate the TRIposter without 
mechanical, time-consuming interruptions. 
It is constructed of sand cast aluminum 
and stainless steel for lifetime durability. 
There are any number of applications for 
it, such as on inter-departmental trans- 
fers and charges, receiving records, em- 
ployees savings, and loan or credit unions. 
The machine can be used in any place or 
department where entries are made on 
several records which can be consolidated 
to one writing saving time, errors, and 
cost. For further information write above 
address. 


FLOOR MATS 
Flooring Div., Hygienic Dental Mfg. 
Co., Dept. C, Akron 8, Ohio, offers free 
sample and illustrated brochure on their 
Foot Comfort Mats and Runners which 


reduce fatigue and increase efficiency of 
workers who stand during part of their 


working day. The mats are made of 
marbleized rubber tile 


silient sponge rubber base, with beveled 


bonded to a re- 


edges and in eight attractive color com- 
binations. The mats and runners are 
used in front of machines, behind coun- 
ters, in corridors, ete., to ease the strain 
on workers who must stand on otherwise 
hard floors. Write above address for sam- 
ple and literature. 
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INDUSTRIAL LAYOUTS 

Chart-Pak, Ine., 104-S Lineoln Ave., 
Stamford, Conn., originators of the 
Chart-Pak method of constructing or- 
ganization and graphie charts, has now 
developed a new method of preparing 
industrial layouts employing pre-printed 
A free brochure available 
on request describes a wide variety of 
pressure-sensitive draftsman-drawn tapes 


components, 


representing 


materiel and 
structural components, scaled 4%” to 1 ft. 
Other tapes used in this system consist 
of broken 

numbers and 


convevors 


and solid lines, reference 
letters and colored arrows. 
All tape patterns are available on rolls 
of transparent self-adhering tape. Plas- 
tie layout boards and pressure sensitive 
grid sheets for machine and equipment 


templates are also described. 
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TYPE FOR REPRODUCTION 
A, A. Archbold,1209-E S. Lake St., Los 
Angeles 6, Calif., publishes a 40-page 
book of Photo-Fonts type containing over 
10,000 characters for composing display 
lines for offset duplicating or photo en- 
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graving reproduction. The book has 26 
sans serif display fonts in sizes from 18 
pt. to 72 pt. All fonts are complete with 
all characters and signs. Designed for 
making up in perfect alignment into 
headlines, etc., for sharp, clean reproduc 
tion. The book is $5 complete from above 
address. 


COLLATING MACHINE 


Harris-Seybold Co., Dept. 
B, Cleveland 5, Ohio, an- 
nounces that more than 140 
Macey Collators have been 
installed to date and own 
ers report that machine 
gathering prevents disrup 
tion of normal 
duties. With only one semi- 
skilled operator needed to 
run the Macey, — skilled 
stenographers and _ clerks 
are not called on for emer- 
gency help when rush col- 
lating jobs come up. The 
machine gathers sheets in 
sequence, five to eight times 
than the quickest 
girl, at speeds of more than 


clerical 


faster 
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24,000 sheets per hour. The standard ma- 
chine is equipped with eight sheet-feed- 
ing stations which handle a maximum 
sheet size of 914” x 12” and a minimum 
of 4” x 6”. Custom-built Maceys can be 
constructed with 4, 12 and 16 stations, 
capable of collating sheets up to 11” x 
14”. Although the standard machine will 
collate a maximum of eight sheets per 
set, individual stations can be turned off 
and from two 
gathered. Each station accommodates a 
stack of paper 1114,” high or about 3,000 
sheets of 20-pound stock. To avoid 
gathering doubles, the Macey uses suction 
to pick up simultaneously 
separating it from others in the pile with 
a blast of compressed air. An automatic 
detector checks each completed set, stop- 
ping the machine if extra 
sheet or if one is Indicator 
lights show whether too many or too few 
sheets caused the detector to trip the 
machine. Illustrated from 
above address. 


to eight sheets can be 


ench sheet, 


there is an 
missing. 


literature 


TRANSFER FILES 
Record Files, Ine., P. O. Box 132, 
Wooster, Ohio, makes Nylo-Glide Trans- 
fer Files which are easy to handle be- 
cause the drawer travels on nylon bear- 
ings that track 


ride in a mounted on 


the inside of the file 
what size the drawer or its load, any 
yvirl will find the transfer file 
operate. Nylon bearings require no lub 


ease. No matter 
easy to 
rication or other maintenance. Results of 


extensive tests by Pittsburgh Testing 
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Laboratory indicate that the wear re- 
sulting from 10,000 operations is negli- 
gible. In addition to ease of operation, 
Nylo-Glide Transfer Files are practic- 
There is no binding or 
scraping when the drawer is opened or 
closed. Made of steel and nylon in more 
than 2,000 sizes, Nylo-Glide Transfer 
Files are self-interlocking, easily stacked, 
dust-proof and fire-resistant. 


ally noiseless. 


CASH REGISTERS 

National Cash Register Co., Dayton 9, 
Ohio, makes the National Cash Register 
Model 21 Itemized Receipt Printer in 15 
different variations, many designed for 
specific business applications. Developed 
especially to meet the demand of stores 
with one salesperson in addition to the 
proprietor, and the result of a survey of 


merchants’ needs throughout the country. 


One model is for general use, another for 
cafeterias and a third for the small self- 
service checkout store. Price range ex- 
tends $650 for a machine with 8 
transaction counters to $575 for the 
cafeteria model. A feature is a built-in 
adding machine facility. By simply mov- 
ing the control lock, the merchant ean 
convert the 


from 


to adding machine 
without with the 
locked-in cash register total and audit 


~_ _ 
registe! 


operation interfering 
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strip. This feature will save hours of 
time in record keeping for the small mer- 
chant since it can be used in balancing 
cash, preparing bank deposits, taking in- 
ventory, and analyzing transactions by 
individual sales people, by lines of mer- 
chandise or by departments. Moreover, 
it can be used in reconciling bank state- 
ments, checking invoices, figuring tax re- 
turns or in any other manner where fast, 
accurate addition is required. The ma- 
chine provides a dated itemized receipt 
for the customer and a detailed audit 
strip for the merchant. Food stores do 
70% of their business on Friday and 
Saturday. Several members of a family 
come out to shop so that more items are 
purchased, whereas formerly most sales 
consisted of individual items at different 
times. Sales taxes also complicated the 
merchant’s problems. Even though a 
customer buys only one item the mer- 
chant has to add the various taxes, of 
which he must have a record to control 
his payment to the proper governmental 
agency. This NCR model is a modified 
accounting machine with which the mer- 
chant can not only keep a record of the 
number of items sold in his several de- 
partments but also a record of special 
sales, miscellaneous transactions, money 
paid out, money received on account and 
other essential information. 


INTER-COM 


Wheeler Insulated Wire Co., 1106 East 
Aurora St., Waterbury 20, Conn., offers 
distributors an envelope stuffer which 
describes ‘‘the system that speaks for 
itself?’ with no batteries or outside 
power; available in three standard 
forms: Pair Phone System, Multi-service 
Intercom System, and Master Phone Sys- 
tem. The voice itself generates the cur- 
rent required for its transmission, making 
this type of equipment particularly suit- 
able for emergency standby as well as 
economical everyday service. The 6-page 
folder gives complete information on each 
system, special service equipment, opera 
tion instructions, applications, diagrams, 
wiring installation and a listing of im- 
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portant features. Write to the above ad- 
dress for form No. SA28, 


PHOTOCOPY MACHINE 

Photorapid, Ine., 550 Fifth Ave., New 
York 36, N. Y., announces the Photorapid 
which makes finished positive photocopies 
in two minutes without a darkroom or 
the handling of liquids. In addition to 
single sheets which ean be copied from 
one or both sides, this machine easily 
makes single or double-faced photocopies 


of pages in a heavy book. 
a photographically accurate exposing 
feature and double filter that avoids 
formation of shadows. The Photorapid 
developing box can be taken apart for 
washing in cold water to insure continu 
ously 


Equipped with 


clean copies and its removable 
cover prevents deterioration of developer 
when machine is not in use. Paper guides 
on the exposing box allow quick inser 
tion of sheets in correct position. Illus- 


trated literature from above address, 


STENCIL COPY ALIGNER 
Remington Rand, Ine., 315 Fourth Ave., 
New York 10, N. Y., offers a free Copy 
Locator to be used with their line of 
Procel Stencils. The transparent 
Locator facilitates alignment or centering 
of material to be typed on a Proeel Sten 


Copy 


cil. Guide lines correspond exactly with 
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those on the stencil and by placing pre- 
pared copy in this folder lined up at left 
with the fold, exact placement on the 
stencil can be determined by checking 
space numbers and guide lines. Ask for 
Copy Locator DS106. 


FILE BINDER 
Smead Mfg. Co., Hastings, Minnesota, 
makes Filebinders for filing 
They are 


Smead’s 
important correspondence. 
with a metal 
which permits the binding-in of papers 
for security and orderliness. <A_ bind- 
ing flap is provided to which the fas 
tener is When the binding 
flap is folded in, the fastener prongs are 


equipped prong fastener 


attached. 


downward so that the latest dated papers 








can be added at the bottom, maintain- 
ing bookwise reading sequence. Made 
of heavyweight Smead’s Durafibre with 
double laminated back to extra 
strength, rigidity and long wear needed 
for active use and bulky contents. Scored 
at fold for up to 1” capacity. Binding 
flaps in which the file fastener is attached 
are arranged in alternate left and right 
position to prevent folders bulking un- 


give 


evenly on one side of a file drawer. 


Stenographie copies can be made with 


ease by merely turning back the cover 
to form an The double back of 
the Filebinder is sufficiently strong to 
stand erect even under weight of heavy 
Papers need not be re- 


easel. 


correspondence, 
moved when used in a copyholder—sim- 
ply fold the cover of the Filebinder back 


138 


and insert the entire Filebinder in the 
copyholder. As the material from 
page is typed, remove the Filebinder and 
turn the page over. 


rach 


DUPLICATORS, SUPPLIES 
Heyer Corp., 1840 S. Kostner Ave., Chi- 
cago 23, Ill., have published a 32-page 
1953 Golden Aniversary Catalog of their 
line of duplicators, addressers and dupli 
The 


eating supplies for all processes. 


catalog is letter file-size with a notched 
index of the processes. It illustrates ail 
items and contains full specifications and 
prices with clear, non-technical explana- 
tions of the merits of each of the three 
duplicating processes to give the inex 
perienced retail salesman a clear under- 
standing of fundamentals. 
This 


planation of the steps required to pre 


duplicating 


section also contains a brief ex- 


pare copy for duplicating by any process. 


CORRESPONDENCE SYSTEM 

American Automatic Typewriter Co., 
614 N. Carpenter St., Chicago 22, IL, 
offers a free Auto-Typist booklet to help 
solve correspondence problems. It shows 
the complete line of Auto-Typist equip 
ment with full information on economies 
of the Auto-Tyvpist method. 
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A MESSAGE TO USERS OF ONE-TIME CARBON FORMS: 


The Chicken Feed was‘l3,755! 


Five years ago we suggested to a manufacturer that he cut 
his office expenses by using ‘‘floating’’ carbon paper with 
his continuous forms. 


He said—"'Carbon paper . . . why that’s just chicken-feed! 
But how his eyes popped when we showed him these facts: 
He had been using a one-time carbon paper (the kind you 
type on once and throw away) with an 8-part, 842 x 11” bill. 
He wrote about 210,000 bills each year. That one-time 
carbon paper cost him an average of $14.49 for every 
thousand typed forms—a total of $3,042 annually! 

With Repeat-O-Pak floating carbon paper (the kind you 
automatically use over and over) his carbon paper cost nose- 
dived to $1.39 per thousand-typed forms. 


During the five years since he switched to R.O.P. he has 
saved over $13,755! 


MORAL? If you are using one-time carbon paper with 
continuous forms, send us a sample of your form, the 
approximate yearly quantity, and the name of your 
forms-writing equipment. The facts may save you plenty, 
too! No obligation in any way. 


Repeat tt Pak 


STANDARD MANIFOLD COMPANY Dept. A1-53 


Carbon Papers ¢ Inked Ribbons ¢ 333 W. Lake St. © Chicago, Ill. ¢ Offices in 
Principal Cities ° In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 


*floating carbon paper for continuous forms used on all kinds of forms-writing machines 
... LB. M, and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters. 


~~ e, 
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SCRAPBOOKS 
Victor Safe & Equipment Co., North 
Tonawanda, N. Y., offers dealers the 
Victor Scrapbook which keeps photos and 
clippings permanently neat and handy. 
The scrapbook can be of help in offices, 
libraries and stores. It is low priced and 


has a tough DuPont Fabricoid moisture 
resistant The buff paper filler 
is made of a strong, long fibered sheet 
which will take ink inscriptions without 
blurring. Various sizes are available to 
handle material from small photos to full 


binding. 


ORGANIZATION PLANNING 
AIDED 


BY CHART-PAK 


Big or not so big, a sound organization 


requires sound planning. The first step in 
organization planning is to develop an or- 
ganization chart. 

The CHART-PAK Method makes it easy 
for you to make and revise your own or- 
ganization charts. 

With the CHART-PAK Method you have: 


newspaper pages. Write for additional 
information, prices and literature. 


POSTING EQUIPMENT 

Todd Co., Dept. O., Rochester 3, N. Y., 
announces a complete line of ledger trays, 
stands and binders for use with machine 
posting equipment so that Todd represen- 
tatives can accommodate customers’ filing 
needs when changes to Todd checks, dis- 
bursement forms, and systems are being 
made because proper filing equipment is 
one of the essentials to speed the ef- 
ficiency in the installation of an ac- 
counting machine system such as NRC 
or Burroughs. The equipment, available 
in two price lines, includes: posting trays 
equipped with hoods and locks, some with 
a drop side, some with two fixed sides; 
posting trays only, posting stands with 
both fixed and adjustable heights, and 
binders for bookkeeping machine 
journals and ledger sheets, in a wide va- 
riety of sizes and styles. The first-quality 
posting trays are equipped with three 


post 











@ CONVENIENCE—you or your assistants can make charts. 
@ SPEED—simply type information and assemble. 
@ FLEXIBILITY—you can change any portion at any time. 


@ NEATNESS—"Draftsman drawn” 


components are accurately printed. Photo- 


graphic reproductions cannot be distinguished from charts drawn by draftsman. 
CHART-PAK also provides complete materials for making curve line and columnar 


charts, office and industrial layouts. 


ATTACH TO YOUR LETTERHEAD 


Please send me free information on 

(_] organization charts 

(_] curve line and columnar 
charts 


iSeeeeeeaeeaae 
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[_] office layouts 
(_] industrial layouts 


104-S 


CHART-PAK, INC. 


104-S LINCOLN AVE. 
STAMFORD, CONN. 
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’s What 
ws gyno Phoenix Dye Works 
USERS NYohY Y/.RN DYERS AND BLEACHERS 


1963-71 SOUTHPORT AVENUE 


that Counts ! CHICAGO 14 


SELECT-O-PHONE Division, 

Kellogg Switchboard and Supply Company 
79 West Monroe Street 

Today busine.s requires Chicago 3, Illinois 


more than city telephone Gentlemen: 
i eds SELECT- 

service. It ne hat About our Select-0-Phone System: It's hard to see how we 

O-PHONE!... Read wha ever got along without it It's a time-saver and a 

Mr. Susen, Vice President money-saver. It has proved invaluable in expediting—in 


i better routing of orders. 
(below) of Phoenix Dye 


ELECT- Select-0-Phone takes the load off our switchboard— 
Works, says about S leaves it free for incoming and Outgoing calls. It 
O-PHONE benefits. permits us to talk privately with department heads—to get 
information quickly for customers, while "holding" outside 
calls. With Select-0-Phone we can hava conferences among 
executives without any of us leaving our desks. 


Select-0-Phone has done away with the annoyance of 

loud speakers. It prevents private information leakage. 
Maintenance costs have been remarkably low. From our 
own experience, we highly recommend Select-0-Phone as a 
modern and efficient tool of business. 





Very truly yours, 
PHOENIX DYE WORKS 
/ 


Vice President 
4 


4 


ATTENTION DEALERS! — 
Some exclusive territor- 
ies still open. Write for 


Keuoce----- 
Select 0-Phene DIAL INTERCOMMUNICATION 


i i Telephone and Telegraph Corp. 
An Associate of International p oie bien a 
formation explaining how SELECT- 
n systems will save YOU money. 








ae al Oe ' 
ncaa r Mail coupon NOW for complete in 
! O-PHONE automatic communicatio 


ivisi \logg Switchboard and 
LECT-O-PHONE Division, Ke Swi 4 
Get i ei ter 79 West Monroe Street, Chicago 3, Illinois, Dept. 10-A 





Name 


v 
fgcts berm 








Address 





City 
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222268833356 ¢ 
/ 














*And you'll find it also pays to do business on Nekoosa Ledger 
..»Nekoosa Mimeo Bond... Nekoosa Duplicator . . . Nekoosa 
Manifold. Ask your Nekoosa paper merchant to show you 
samples. Nekoosa-Edwards Paper Company, Port Edwards, Wis, 
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buttons which control their operation. 
They are made of welded, heavy-gauge 


steel finished in metallic gray with stain- | 


less steel handles, hardware and trim. 


MACHINE PARTS 
Wilhelm Dreusicke & Co., Friedrichstr. 
210, Berlin SW 68, Germany, have pub- 


lished an 80-page illustrated catalog, in | 


English, to serve the buying needs of 
their export customers. This export cata- 
logue lists, with many _ illustrations, 
thousands of replacement parts for all the 








Typemriter Darts 
Duplicator Parts 
Speial Toots 

Union Type 














@ 


WHHELM DREUSICKE & CO. KG. 
ne ws 




















best known American and European made | 


typewriters and duplicators. It also em- 
braces a comprehensive presentation of 
special tools for the construction and re- 
pair of typewriters. The Dreusicke firm 
is among the oldest established and best 
known manufacturers and suppliers of 
parts, type, tools and platens for the of- 
fice machines industry. 





CARBON COPY SETS 


National Litho Forms Co., 18423 
Euclid Ave., Cleveland 12, Ohio, offers 
a free sample box of their Copifixt Car- 
bon Copy Sets. A set consists of a sheet 
of specially designed carbon paper af- 
fixed to five easily detached sheets of 
yelfow or white bond paper. The typist 
merely places a letterhead on top of the 
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The compact, lightweight Voice- 
Master dictating machine, with self- 
enclosing cover and recessed handle, 
is ready to travel whenever you are. 
Just snap the cover closed and take 
it along. 


In the field, you talk on paper 
dictating reports and letters on fold- 
able magnetic These Magic 
Discs are so light that 6 can be mailed 
in an ordinary envelope for 3c. 


dises. 


Let us tell you more about this 
“portable secretary.” 


MAGNETIC RECORDING INDUSTRIES 
30 BROAD STREET, NEW YORK 4, N. Y. 








FILE your OFFSET 


SAFELY... 
SURELY... 
SWIFTLY... 


MASTERS 








Find ‘em 
FAST 
in this > 


MIM-E-0 
OFFSET 


Convenient "ROLLAWAY"™ Model 








@ SAVES TIME Masters and Stencils lo- 
cated instantly with Angle Index Tabs. 


@ SAVES SPACE Each Hanger Holds 2 
Masters or Stencils, suspended verti- 
cally. 


@ SAVES MONEY Protects against 
scratching, corrosion, sticking . . . 
eliminates re-makes. 


EASY TO FILE 


Slip top edge of Master 
or Stencil up and un- 
der patented § spring 
clips on hanger. Hanger 
slides freely on nickel- 
plated tracks. 


ROLLAWAY ... All steel, piano-hinged lid, 
ball-bearing swivel casters. Height 25!". 
Width 13'', Depth 26'', Weight 35 ibs. 


WRITE FOR PRICES, PROMPT DELIVERY 


MIM-E-O STENCIL FILE CO. 


1219 W. Chestnut St., Chicago 22, Ill. 











Copifixt set and after completing typing 
she snaps out copy and original. Then 
the set is ready for use on four more 
letters. Hands never touch the face 
of the carbon and copies are clean and 


sharp. Copifixt sets are made in single, 
double and multiple styles for different 
carbon copy requirements. Write above 
address on business letterhead for the 
free sample. 


DOUBLE-COATED-TAPE 
DISPENSER 
Minnesota Mining & Mfg. Co., Dept. 
015, St. Paul 6, Minnesota, announces 
the Scotch double-coated-tape dispenser 
Model M-7! which features a roller that 
automaticaly strips off the tape’s pro- 
tective liner as it is pulled from the roll. 


The dispenser handles either No. 666 
transparent cellophane or No, 400 paper 
backed double-coated tape. Designed for 
such jobs as mounting signs, notices, 
memos, pictures and file material; attach- 
ing memos and riders to business papers, 
contracts and records; splicing all kinds 
of paper, foils and cloth; and for a 
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SALES OFFICES IN 


If you saw an ad like this—wouldn’t 
it make you stop and think? Are 
you—or other key men in your 
company-still signing checks by 
hand—wasting executive ability on 
a task handled in thousands of firms 
by the Todd Protectograph Signer? 

A time study survey, analyzing the 
financial loss due to hand signing 
of checks, shows that a $25,000 a 
year executive, signing 2.000 checks 
a week, is wasiing $5,000 a year. 


And he’s distributing 104,000 
“samples” of his signature for crooks 
and forgers to copy. 

Protect executive time, signa- 
tures, company funds—with a Todd 
Protectograph Signer that defies 
duplication by means of tamper- 
proof lock and non-resettable coun- 
ter —and speeds up check issuance. 
Mail the coupon and we'll send you 
time study survey and full story of 
the Todd Signer. 


THE TODD COMPANY, Inc., Dept. 0, Rochester 3, N. Y. 


Please send us a copy of the survey ‘‘Cost of Signing 


Checks by Hand’’— without, of course, any cost or obliga- 
tion On our part. 


Firm 


Address 


NEW YORK City 
PRINCIPAL CITIES 


ROCHESTER 
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variety of holding jobs. The 9% lb. gray 
dispenser measures 9” x 4” and stands 5” 
high. It accommodates 36 yard rolls of 
double-coated tape in widths from 4” 
to 2”. Reloading with tape takes only a 
few seconds. The dual _ tape-holding 
drums permit it to handle two kinds of 
tape, one double-coated and one regulat 
roll, simultaneously. Tape from each roll 
can be dispensed separately. Retail price 
is $11.95 per dispenser. 


COLLATED-SHEET STACKER 


Halverson Specialty 1219 W. 
Chestnut St., Chicago 22, IIL, offers the 
Halverson Collating Stacker which holds 
and protects collated sets of sheets or 
forms awaiting further processing. This 
prevents accidental knocking over of 
stacks, eliminating costly waste and 
spoilage. Designed for use any place 
where collating is done in volume, the 
Collating Stacker is sturdily constructed 
of heavy-gauge steel, with electrically 
welded joints. Handles allow easy carry- 


Sales, 


‘‘Paper Punches Every Office Needs 


CLIX 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $3.75 list. 


MODEL 3..Punches 3 holes 
\{" dia., spaced 4%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11° x 8%" sheets. 








| PAPER PUNCH | 
Order from your Stationer or Office Supply Dealer 
NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 


ing from place to place. Four rubber 
feet, supporting the stacker, prevent the 
marring of desk or table surfaces. The 


1144” x 114” base has a tilting platform 
which slants from 44%” down to 23%,” to 
insure that sheets are always held firmly 
in place. Built to accommodate 814” x 


177 
. 


CLix 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, 

office and industry. Light pressure of thumb 

punches clean 4” hole instantly in paper, light 

cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 
display carton. 50 cent list. 


MODEL 100... Punches \’" 
hole, 4%" from binding edge. 


Y 
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THE OFFICE 
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We were cramped * But... we're annie “tod 
tremendously .. . efficiency? 
Thanks to only YOU, VUE-FAX CORPORATION is moving to larger quarters in 
Westbury, N. Y. There, we'll produce more swiftly the Vertical Visible Record 
Keeping Systems that save you up to 50% in Cost . . . VUE-FAX! 


/ FASTER FACTS WITH VUE-FAX 7 








We CORPORATION * 655 Main Street, Westbury, N. Y. 


Represented Nationally By Over 200 Distributors 
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Foot Comfort Mats and Runners are 
constructed of marbleized rubber tile 
bonded to a resilient sponge base. They 
relieve fatigue caused by standing on 
hard floors. Use them behind counters, 
in front of machines and in corridors 
to increase employee efficiency. Beveled 
edges. Eight color combinations. 

Write DEPT. C, FLOORING DIVISION 

for samples and illustrated brochure. 


THE HYGIENIC DENTAL MFG. CO. 
AKRON 8, OHIO, U.S.A. 


11” stock, the sides are 124%” high from 
the platform. Finished in hammerloid 
gray baked enamel, the Halverson Col- 
lating Stacker lists for $7.50. Packed in 
individual cartons, shipped completely 
set up. 


ADDRESSER 

Visirecord, Ine., Copiague, L. L., N. Y., 
offers the Visiriter which, in less than 
five seconds, makes exact facsimiles of 
addresses, short text messages, or even 
illustrations. It operates on the spirit 
duplication principle. One end contains 
a felt pad which is drawn over the sur- 
face to be imprinted. The master patch is 
placed over this area and roller on the 


other end is run over it once to produce 


a clean, clear copy. Over 100 perfect 
imprints can be had from a single typed 
or handwritten master. This device is 
simple to operate and neither skill or 
experience is necessary. It is so compact 
it fits easily into a corner of a desk 
drawer. Its rugged construction allows 
for years of use. Economical to use in 
addressing for mailings to customers, 
prospects, salesmen or other everyday 
correspondence. It finds widespread tuse 
in any type of recording for accounting 
and production departments for address- 
ing statements and all forms that require 
frequent repetition. Master patches are 
frequently made a part of the Visirecord 


THe Orrice—January, 1953 








rt 


Be 


Teamed ™ to Cut Printing Costs! 


The Vari-Typer method is_ the secretary can expertly set the com- 


quick, inexpensive way to set copy 
for books, booklets, catalogs, busi- 
ness forms, house organs, promotion 
material, direct mail pieces. 

No matter what the job—photo off- 
set, mimeo, litho stencil or other 
duplicating process.....your office 


position to look exactly like printer's 
type. A wide variety of instantly 
changeable type faces, in all the 
popular styles, and in many sizes, 
makes composition by the Vari-Typer 
method professional in appearance, 
and at savings up to 75%. 


Send for free illustrated booklet today. 


BQ 
ae 
OX =Ke ; RALPH C. COXHEAD CORPORATION E 

2 720 Frelinghuysen Ave., Newark 5, N.J. : 


. Please send me Vari-Typer Booklet 121 e 


COMPANY .. 


bead DS] model; Headlines set 
on the Headliner. 


ADDRESS .eseesesseces eeeee 


CITY soveee ZONE «4. STATE wees 


Body copy composed on Cox- : 


os! Wma BOR PK WR Be OR oe more el 
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THIN 
PAPERS 


Reduce 
MAILING 
seezivie 
FILING 
Costs. 


Use 


= « ag 


ae 


THIN 


Air Mail Bond 
Clearcopy Onion Skin 
Fidelity Onion Skin 
| osteo tm Webbell weg el-sa- 
Prestige Onion Skin 
Superior Manifold 
Thin-Opaque 


SEND FOR SAMPLES 


ESLEECK 


Cone bb Coron tbbabole ml Gros ech closes 


Turners Fails, Mass. 


record keeping form to permit addressing 
directly from the record itself, insuring 
against errors in transcription. Literature 
and additional information is available 
on request. 


CASH REGISTERS 

Universal Cash Registers, 95-99 Mans- 
field Road, Nottingham, England, makes 
the Accountant Universal Cash 
Register which prints every individual 
amount on the detail roll. At the close of 
a business day, the roll can be inserted 
into an aperture on the machine to have 
the total number of sales, no-sales and re- 
sets printed on the roll. In addition, a slip 
can be inserted into this aperture to pro- 
duce an accountant’s bank slip. Another 


Class 





feature is the method of checking cash at 
day’s end. The person in charge counts 
the money in drawer and then must write 
his total before he is able to check the 
machine’s total. When he turns key to 
read machine’s total, the written total is 
automatically removed from view so that 
it cannot be altered. The cash drawer 
total is under separate lock and key so 
access to it may be excluded to anyone 
except the responsible party. The ma- 
chine also has an auxiliary cash drawer 
with separate lock and key for holding 
excess cash. Another Universal Cash 
Register model is ticket issuing in addi- 
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=Grapl amaric. 


A NECESSITY IN MODERN BUSINESS —— 





@ Here at last is 
real speed and 
efficiency in sta- 
pling!No ee lost 
hours ‘‘banging 
ELECTRIC away’’ at old 
STAPLER 2 tac iih “ fashioned staplers 

aK / —a costly, tire- 

some operation. 


Business of all 
types has proved 
that Stapl-a-matic 
cuts costs up to 
70% or more in 
every department 
where stapling is 
required. 


The fool- 

proof, instan- 

taneous action 

leaves both 

hands free for 
work—no levers or foot 
pedals—no motor to 
turn on or off—or to 
wear out. Stapl-a-matic 
staples as fast as work 
is fed to it. Reloads in 
five seconds ...no parts 
to remove. 


THE STAPLEX CoO. 
72-76 Jay St., Brooklyn 1, N.Y. 


©) Please arrange a free demonstration of the 
Stapl-a-matic in my office without obligation 
on my part. 


0 Please send me information on Stapl-a-matic. 





Name Title 





Company. Address 








City. Zone State. 
THE STAPLEX COMPANY 
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Le Fibure 


COMPLETE POSTING UNIT! 
& 


MAGIC KEY 
ADJUSTO 
TRAY-BINDER 


EXCLUSIVE! 
Compressor 
plates made to 
fit sheet size 
ot no extra 
charge! 


saves space! 
speeds paper handling! 


Save 5 to 15 minutes every 
hour during machine posting 


Installations prove it! LeFebure Tray- 
Binders, Posting Stands and Bookkeep- 
ing Machine desks provide an orderly 
arrangement—more room at less cost. 
Everything at hand . . . uninterrupted 


work, Space soved — time saved. Let | 
our trained representatives help YOU— | 


WRITE FOR FURTHER INFORMATION 


CORPORATION | 
(7 febur i CEDAR RAPIDS, IOWA | 


The World’s Most Complete Line of 
Posting Trays, Tray-Binders and Stands 





tion to above features. It produces a 
printed 144” x 3” receipt with 
name, ete. Complete information of these 


new models can be above ad- 


store’s 


had from 
dress. 


STAPLES 
Bates Mfg. Co., 28 Vesey St., New 
York 7, N. Y., makes Bates Mercury 
End-ieator Standard Staples. The last 12 


BATES i, 
End- icatorw 


STANDARD STAPLES 


se RED 


WHEN IT'S TIME 
TO RELOAD 


staples in each strip are red so that the 
user knows when a strip of staples is 
running out and can refill the stapler 
to eliminate running out in the middle of 


a job. 
DRAFTING TABLE 


Seott-Rice Co., 610 S. Main St., 
3, Okla., makes the 
table, built to 


Tulsa 
Scott-Rice drafting 
incorporate refinements 


specified in a survey to draftsmen and 
made of select materials throughout. Pre- 
cision built on steel its rigidity is 


jigs, 
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Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


Spor Quite 


a Ys 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Py ge | 


Revolutionary Design 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


CUSTOM 
ADDING 
MACHINE 


Reduces Noise 54%* 


costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


*Based on scientifically controlled tests, 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World’s Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


INVEST IN 


Name .. 


SD SD PD OP 8 OS © OS BS BO OS @ @ OO BSBBEIS BBO BBWVlP*SSOO2E228E88L4 


Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-153 
Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 





VIGOR 


Company Name 





34 YEARS OF 
QUALITY RECOGNITION 
THE WORLD OVER 
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CARBON PAPER 


SPEEDS UP 
OFFICE WORK 


NEV-R-KURL Carbon Paper is used 
for all machines in cost-conscious 
offices. Office managers ever alert to 
ways of saving on overhead costs 
know its features: 


1. Plastic back speeds inserting, 
2. Won’t smudge under any con- 
ditions, 
3. Corner-cut for split-second re- 
moval, 
4. Exceptionally-long wear, 
. . . features that mean happier, more 
efficient business operation. 
NEV-R-KURL is the all-purpose car- 
bon paper for use in typewriters, bill- 
ing and other office machines. Dealers, 
make repeat sales, bigger profits, and, 
at the same time, save money for your 


customers. 
PHILLIPS ja 
PROCESS CO.INC. 


MILL STREET 
ROCHESTER 14 NY 


©) 


ryptOP rng 
"*Cwaites 
Ono 


i] 

wnt 

awe 
os 


| 
| 


insured by heavy leg bolts in addition to 
mortising. The clear, sugar pine top is 
warp-resistant with steel and cleats for 
positive, true Undercarriage 
fully aged, selected hardwood. 


edge. is 


MATERIALS CONTROL 


Diebold, Inc., 2047 Mulberry Rd., S.E., 
Canton 2, Ohio, offers a free copy of the 


| complete materials control procedure of 


| 
| 
| 


Firestone Tire & Rubber Co. which keeps 
all supplies and raw materials flowing to 
production lines with a minimum invest- 
ment in inventory. 


OFFSET MASKING SHEET 
& 


» 


-s 


999 
at? 


Litho Engineering Research, 7 
Kastlake Ave., Seattle Wash., makes 
the Base-Line 1250 Mask for making pre- 
registered offset plates and setting up a 





Multilith Duplicator so that the feeder 
and delivery can be set without the oper- 
ator seeing the plate. The first sheet 
pulled will be within 14%” of correct posi- 
tion. When properly used, the Base- 
Line Mask speeds masking by removing 


THe Orrice—January, 1953 





EFFICIENT! 


0” TIME 


IN POSTING ¢ Payroll « Accounts Receivable « Accounts Payable 

























ation 
Bin Tak Speedograph's entirely new 


OMe 
puiet AM unnolitt 
a 


principle of design reduces 
time spent on multiple post- 





ing to just a fraction... with 
results comparable to machine 
posting. So elementary, any 
clerk in your office can use 
Speedograph efficiently. 


NO SPRINGS 


NO PEGS_ 


NO FLAPS 





Inquire Today and Save 
Each day you delay costs you money in 
needless duplication of labor. Our trained 
representative in your city will be glad to 
show you how the Speedograph Systems 
can be tailored to your business. Modern- 
ize, streamline your bookkeeping now. 
Write today for a personal introduction to 
the Speedograph Systems. 


There are still a few choice mar- 
kets open for exclusive Speedo- 
graph distributor arrangements 
with competent systems men. 


inquire today. 
y 2712 S$. Wabash Ave. 





Chicago 16, Ill. 











LOOK AHEAD TO 


5 


Will you do 
nothing. something 


to reduce your 
record-keeping costs? 


What you do now — in 1953 — 
to improve and simplify your 
business forms and systems will 
result in faster paper work and 
money-saving controls of every 
step of sales, production and 
office work. 25 years experience 
in the design and manufacture 
of time, money and labor-saving 
business forms and systems are 
yours without obligation. 


FLATPACKS CARBON 
INTERLEAVED 


WRITE OR WIRE DEPT. O 


ERICAN 


REGISTER CO. 


FIRST AT K STS., BOSTON 27, MASS. 
PORTABLE AND COUNTER REGISTERS 


© FLATPACKS ¢ CARBON ROLLS e 
ONE-TIME FORMS 








all doubt about correct position of a 
negative and saves duplicator operator’s 
time formerly lost moving the plate cyl- 
inder, side-guide, tapes and pile. A sam- 
ple with directions can be had by writ- 
ing above address on business letterhead. 


TELEPHONE ATTACHMENTS 

Mission Sales Co., 4180 Emerald St., 
Oakland 9, Calif., offers the Telephone 
Trio: Telephone Shoulder Cradle, Voice 
Muffler and Coilette cord coiler, for tele- 
phone comfort and convenience. The 
Cradle holding and using the 
telephone both hands are 


allows 


while com- 


| 
). 
oilells 


pletely free. The Voice Muffler prevents 
telephone conversations being heard by 
anyone except the person at the other end 
of the line. The Coilette keeps the tele- 
phone cord out of the way and neatly 
coiled at all times. The set of three items 
are offered at a special low price. 
Literature, prices and dealer discounts 
from above address. 


CHANGEABLE TYPEWRITER TYPE 

International Business Machines Corp., 
590 Madison Ave., New York 22, 
N. Y., has developed a device to speed 
typing of specialized information in co- 
operation with the Atomic Energy Com- 
mission. Changeable type bars for elec- 
tric typewriters, designed to be readily 
replaced by the typist, are used to type 
chemical, mathematical or other scientific 
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DUPLI-TYPER Ribbon Attachments 
{. For Continuous Form Work | 


@ Increase Production 

@ Reduce Costs 

@ Adaptable to all Machines 
@ Make INKED Copies 

@ Eliminate Carbon Paper 


1 Original @ Low Cost 


and 


4 Duplicates j 
with ZF Thousands In Use 


INKED <M 
RIBBONS For Many Years 


2. For Bookkeeping Machines 


CYCLE BILLING, JOURNALS, 
LEDGER & STATEMENTS, etc. 
@ Make INKED Non-Smudging copies 
@ COMPLETE VISIBILITY of entries 
@ Eliminate Carbon Collation 
@ Eliminate Carbon Jackets 


DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 











ONLY ZREX- (OTAR HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


Get the fa . 
_, acts on the re 
To hrenell duplicators . — 
[ roduction of th ol 
REX-ROTARY 1-279" Ser entirel 
. a the mimeograph 
duplicator provided” —* 
COM PETE AUTOMATic 
broduce Heh a2 7 lath oo? 
bell siept, mec nm Or dark copy. 
exhaused anal when ink supply ig 
COMPLETE Eli 
LEAK MINATION OF 
es ING INK and messy ink 
PRINTING PRESS 
PRU PRE j 
ceelstration control, union of 
RiceD To matic feed sllee 
Electric Multi-Color ty 
AS 50%! Reece: 


STENCIL a aa aitneg tr titories still 


SRL NEU ee tstributors. and aggressive 


—— a = me ee ke oe —_ oe ee ee ee ee 
Rex-Rétary Distributing Corp. 19 W. 31 St., New York 1, at H 
x 


volut lonary 


stencil 


Let me hove more informetion obout the new Rex-Rotery 0270 duplicotor 
the nome of my neores! distributor 


Name niansticaiiceaieiaid iota ‘ . 
REX- ROTARY pict Corp. 19 W. 31, New York «W907 ie 


157 
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or foreign language symbols. Special type 
characters such as subscripts and ex- 
ponents are included. The type bars 
| may be disengaged from the type bar 
fulcrum wire by a simple unhooking mo- 


FAPER OLLS tion. Once free, the bar is slipped off the 





connecting link. The reverse procedure 
installs the newly selected type bar in 
: seconds. Changeable type bars make it 
FOR one possible to prepare, under internal con- 

trol, books in which formulas are secret. 
CASH 


= PAPER PUNCH 
REGISTERS New England Paper Punch Co., 89 


Washington Ave., Natick, Mass., makes 
the Model 32 Clix Paper Punch which is 
lightweight for hand use, yet sturdy 
enough to serve as a table model. The 
Model 32 punches 81%” by 11” sheets for 








TELETYPES 


Sold by Leading Stationers 
and Office Machine Dealers 
because they are priced for 
profitable RESALE and are 


© Absolutely guaranteed to operate. 
© Used in every store and office. 

© Clean cut, lintless—no splices. 
2 


Micromatically accurate—each roll 
tested. 


Wound to fuller yardage. 
Red-ink warning signal marks end. 








Packaged in small, convenient boxes. 
All sizes and colors, standard or 3-ring binders: 3 4” dia. holes on 814” 
special. outside centers for standard 3-ring 


Write for Dealers’ Price Schedule binders. By simply snapping the conven- 
and Specifications Sheet. iently placed button, it adjusts instantly 


to become a two-hole punch for making 
RITTENHOUSE two 44” diameter holes on 2%,” centers. 
PAPER CO. on For this punching, used for arch boards 


uae as well as many other standard binders 
6405 S. ORTH AVENUE! now on the market, it takes sheets from 
CHICAGO 21, ILLINOIS 8 6” to 12” long and is gauge-marked in 1” 


gradations. Like all Clix punches it is 
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precision made of quality steel, sturdily 
constructed, dependable, trouble-free and 
features sure, accurate action. It weighs 
27 ozs.; retails for $5.50, 


ROTARY CARD FILE 

Kraft Ltda. S.A., Reecon- 
quista 319/27, Buenos Aires, Argentina, 
makes the Kraft Rotary File Model D?H 
which features ease and simplicity of 
operation and holds up to 150,000 record 
cards all of which are accessible to the 
This file takes 3” 
x 8” eards and it is one of several 


Guillermo 


operator. Rg", 4" 3 OP, 


= 


or 
models in the Kra‘t line. Besides allow- 


i ng 
He 


ing complete visibility to both sides of 
the cards, the file makes a 
economy in working space. 


substantial 
Any eard or 
group of cards can be reached by turn- 
ing the wheel which revolves in either 
direction. Each wheel unit revolves inde- 
pendently on its axis, and it can be also 
moved forward. Each wheel holds 
portable trays which can be removed for 
work elsewhere. Different sizes of cards 
ean be used in each tray on the 
wheel section. The file is sturdily con- 
structed of steel and noiseless in opera- 


Six 


same 
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Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 








AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


CARBON COMPANY 


ENERAL OFFICES e SKOKIE, ILL. 


159 














THE PIONEERS 
IN SPIRIT DUPLICATORS 
AND SYSTEMS MACHINES 
FOR 30 YEARS 


present their latest models 


UNIVERSAL 


for production control and 


DUPLEX 


for all spirit duplicating 
APPLICATIONS FOR 
SOLE AGENCY IN CANADA AND 
OTHER COUNTRIES, WHERE NOT 
REPRESENTED, INVITED 


Berlin-Tempelhof, Germany 














tion. All wheels are mounted on ball 
bearings for easy turning. The file is 
equipped with lock and it can be taken 
apart for easier shipment. Cabinets and 
trays for cards of special sizes are made 
to order. Illustrated literature available 
from above address. 


Personnel Techniques 


(Continued from page 92) 


employee spoils the office. Half an em- 
ployee is not better than none. The em- 
ployment of the wrong type of employee 
will destroy the efficiency of the re- 
mainder of the employees. 

After an employee has been properly 
selected, it has been found desirable to 
see that she is given sufficient orientation 
to the company and to her job. A 
planned program of information and in- 
troductions for the new employee will 
insure the required adjustment on the 
job. Much turnover in the early days of 


Planned Efficiency 
with PLANOMATIC 
Combats 
Rising Costs 


Make every square foot 
count the quick accurate 
way with Planomatic. 


| Planomatic's three dimension magnetized scale 


mode's provide a picture in miniature of your 
office layout problem. 


| Every detail can be worked out without drawing a 
| single line because plans are recorded by photo- 


graphing or direct blue printing. 


Make your next move the PLANOMATIC way. 


M & M INDUSTRIES 


P. O. BOX 91, SOUTH MILWAUKEE, WIS. 
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employment results from poor or no 
orientation or introduction to the job. 
The available labor supply may have 
little or no training or experience in 


office work. This can be rectified by a | 


program of short term training. The 
training should be for skill and pro- 
ficiency on the job. 
an understanding of the part played by 


the job in the entire operation of the | 


office. This awakens interest and as- 
sists in the development of esprit de 
corps. 

The morale of the entire office is vital 
to the successful operation of the busi- 
ness. Employees must be proud of their 
office. This attitude will assist in bring- 


ing the proper applicants for available | 


jobs. It will insure the maintenance of 
good work habits and reduce labor turn- 
over. Morale is the sum total of every- 
thing that goes on in the office. The 
attitude of the supervisory staff and the 
office manager is essential to the mainte- 
nance of good morale. This attitude is 


displayed in the day-to-day relationships | 


within the office. 

Day-to-day relationships require that 
any employee grievances be 
promptly. Employees should know that 
their complaints will be sympathetically 
listened to. The same should be true of 
their problems, both within and outside 
the office. Dictatorial practices are ta- 
boo in building good relationships and 
good morale. Pleasant working condi- 
tions, both physical and personal, must 
be maintained continually. 

Morale also is assisted by a program 
of up-grading. Up-grading means an 
orderly procedure for filling vacancies by 
transfer and promotion. It provides the 
company with the opportunity to reward 
employees of known abilities. It also 
furnishes a reservoir of skilled employ- 
ees for important jobs. Time lost in 
adjusting to the company and the job 
is reduced to a minimum by up-grading. 
The period of training is shortened. The 
program helps eliminate turnover. It 
makes possible the employment of un- 


skilled workers who are more numerous | 
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It should include | 


handled | 


Northwest’s Low-Cost Files 
ARE EASIER TO OPERATE 
For Economical Filing or Storage 


Use Northwest's 
Non-Suspension 
400 Line 
" Files 


The sturdiest, most 
efficient, non-suspension 
filing cabinet on the 
market! Each drawer 
has four highest qual- 
ity ball bearing rollers 
with 13 ball bearings 
per roller. Heavy 1|6- 
gauge drawer runners 
and slide. Attractive 
label holder, pull, 
guide rod on each 
drawer and positive 
clutching follower for 
loaded drawers move with 
Made in 2, 3 and 
Write for list. 


J400 L 
Non-Suspension 


each drawer, Fully C 
the pressure of a fingernail! 
4 drawer letter and legal sizes. 


Northwest's Finest File 
FOR GREATEST FILING EFFICIENCY 


has the 
"Vv" Expanding 
Swing Front 


3400L “‘V"’ 

Expanding 
Cradle 

Suspension 


Designed for more 

efficient, more eco- 

nomical filing because 

you get about 20% 

more usable filing ca- 

pacity per drawer and 

can keep filed material 

tightly compressed — 

yet anything can be 

quickly removed or re- 

placed without moving 

follower block. The expanding front does not 
operate until you desire it to—after you locate 
the correct folder. Install Northwest Expanding 
Files, and your clerks will tell you why they're so 
superior to fixed front files. Made in 2. 3, 4 and 5 
drawer models. Write for complete illustrated 
literature. 


IMMEDIATE DELIVERY! ORDER TODAY! 


NORTHWEST METAL PRODUCTS CO. 


1337 E. Mason St., Dept. O, Green Bay, Wis. 





Thy answer t6 aw 


STENGS OREAM 


a 


CARBON COPY SETS 


single, double, or multiple 


She merely places your letterhead on a COPIFIXT 
form and inserts in typewriter . . . After she has 
completed typing, the original is separated from the 
COPIFIXT at the same time the first sheet under the 
carbon is snapped-out, producing a sharp clear copy 
every time . . . COPIFIXT is then ready for four 


more letters 


COPIFIXT consists of one sheet of specially designed 
carbon affixed to five easily detached sheets of Bond 
Paper, Yellow or Whit 


COPIFIXT is clean . . . Steno 
never touches face of carbon. 


WRITE FOR FREE BOX 
of CoprIFIxT today. Clip this ad 


to your letterhead and mail to— 


NATIONAL LITHO FORMS CO. 


18423 EUCLID AVE., CLEVELAND 12, OHIO 


of Carbon-interleaved Business Forms 








than skilled workers. 

Another vital factor in the personnel 
situation, which is also important in the 
unionization drive, is the pay schedule. 
It is necessary that an adequate pay 
schedule be in operation. The right type 
of applicant will be attracted, and the 
right type of employee retained, when 
there is an adequate pay schedule. This 
means one that has been developed on 
the basis of relative job values and in 
relation to the prevailing salaries paid 
in the area for similar jobs and similar 
employees. No schedule is adequate un- 
less provision has been made for periodic 
salary reviews. An opportunity must 
be available for the better employees 
to earn more money for superior effort. 

Despite the existence of most or all of 
these good personnel practices, many 
offices may find it necessary to move to 
the locale of the available labor supply. 
More and more offices are finding it de- 
sirable to move out of urban centers to 
the suburban residential aveas. Not only 
will there be larger number of applicants, 
but travel time will be reduced for exist- 
ing employees. Work surroundings will 
be more pleasant thus adding to im- 
proved morale. 

Where it is difficult or impossible to 
move the office, it may be desirable to 
employ married women on a part-time 
basis. To do this it will be necessary 
to establish special hours of employ- 
ment, usually four to six hours per day. 
This will make it possible to tap the 
large supply of mothers who are will- 
ing to work, provided the hours don’t in- 
terfere with their maternal chores. Many 
of these women are skilled and need 
little or no training. They usually per- 
form in an efficient manner and are 
particularly valuable for periods of peak 
loads. 

All these techniques have helped over- 
come shortages of the proper type of 
employees. They have made places of 
employment more attractive to those 
already employed as well as those seek- 
ing employment. The conditions con- 
ducive to unionization have been mini- 
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An EXECUTIVE Duo 
for top management 


Pee, ° 

PPC rrccccccccccccecccere*” 
Never before has the busy executive been offered so much that 
is conducive to clear thinking . . . decisive action . and pride 
of ownership . . . as in this combination of a No. 525 Executive 
Desk (45"x 84") and matching Executive Credenza. 


To the eye, its smooth flowing lines are quiet . . . restful. To the 
touch, its smooth, satiny finish is a constant companion of luxurious- 
ness. And to the mind, the scientific placement of every working 
tool literally gives wings to ideas... to action. The credenza 
all-purpose table provides two locked compartments, two pull-out 
shelves with wiring outlets for phone, dictating machine or intercom, 
and adjustable book shelves. 


GS3GCNG00E GMROIIMAG, os. 


All desk pedestal drawers 
operate on roller bearings 


This new, exclusive Executive feature of 


adjustable, roller bearings (patent applied 
silent operation of ALL 


drawers, even when heavily loaded. Actually, 


for) assures easy, 


loaded drawers slide in and out more easily 
than empty drawers not having this feature! 
These adjustable bearings assure ease of 
operation, longer life and full interchange 
ability of all drawers 


Send for name of nearest dealer. 





P. O. Box 1048 — Okioh 





City, Okloh 





Look! It REINFORCES en 
Punches Loose Leaf Sheets 


IN ONE STROKE! 


No more torn, pulled out loose 
leaf sheets! No more slow, costly 
hand application of reinforcing de- 
vices! his handy new office machine 
reinforces sheets automatically — 
tough acetate tape as it punches holes 
all in one stroke. Or it applies tape to 


FREE! Descriptive Folder Showing Actual Reinforcement 


APPLAUD SALES CO., DEPT. OM.-! 
98 PARK PLACE, NEW YORK 7, N. Y. 


Please send me free folder showing how the 
handy TARGET Reinforcing Punch applies 
tough acetate tape reinforcement as it punches 
holes, or to holes already punched, with sample 
application, Also low prices of 2-hole and 3-hole 
models. 


Or = reinforcing tape 
to ho already punched 


holes already punched. 
and the tape is on, firm 
won’t tear or pull loose. Loose leaf books 
and ledgers are kept neat and tidy. 
You'll wonder how you ever got along 
without the amazing TARGET Reinforc 
ing Punch! Mail coupon or write today 
for full information and low price. 


Tust press lever 
affixed. Pages 








Firm Name 
Free folder shows both models: 3-hole 
for 3-ring binders, 8'/2” outside cen- 
ters; 2-hole for 2-post, 2%” center 
to center. 


Address 


Feeesoaoeseueeeeeeee 
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AND YOU T00 
WILL CHOOSE 


Literally packed with features found only 
in machines selling at far greater prices. 


@ Fully autometic, totally enc! 

5 puts ink exectly where needed. 
@ Automatic counter — automatic feed 
@ Uses only helf as much ink 
@ Single control lever 
@ Clean stencil release 
@ Entirely self-contained 
@ Easily corried. Weighs only 27 pounds. 





d inking 


The Roneo “500” Electric offers the finest in cabinet 
models. Preselection copy counter, automatic shut-off, 
extra cylinder for color change, heavy gauge, baked 
enamel finish steel cabinet. Compare its price of only 
$690.00 (Full Ream Feed) with comparable machines. 


Fer complete details write for the name ef your nearest dealer. 


ADDO 


45 WwW 7TH $1 


INC. 


MACHINE COMPANY 


’ 
HONE Circle 5-694 


NEW YORK 
KX Machines 
Molt 





mized. The many personnel problems 
have been reduced or eliminated. These 
results have been achieved because per- 
sonnel administrators adapted proven 
techniques to their individual situations. 
Office managers can do likewise. They 
‘an develop and maintain successful re- 
lationships with employees and over- 
come their office help shortage by apply- 
ing successful personnel practices of in- 
dustry. It definitely is possible to 
achieve a waiting list of applicants for 
employment. This only comes when an 
office is considered a highly desirable 
place in which to work. It is an achieve- 
ment worth any office manager’s top 
efforts. 


Controller Function 


(Continued from page 102) 


pany’s budgets singlehanded and then 
tried to enforce them—the men who 
tried to mix the practice of controller- 
ship with major operating duties. By 
these mistakes we have learned and are 
still learning what controllership really 
means. 

“Nor do I feel that the profit motive, as 
that term is generally used, is the sole 
impulsion of controllership, or even of 
business as a whole. Profits are indis- 
pensable, of course, and because the en- 
lightened use of the profit motive has 
not usually conflicted with the attain- 
ment of other legitimate objectives, it 
has been a serviceable guide in making 
decisions. Nevertheless, it sometimes be- 
comes necessary to sacrifice immediate 
profit in favor of, let us say, a long 
range development program. Profits 
may have to yield precedence to a posi- 
tion more acceptable to employees and 
public, or even to just plain conformity 
to the standard of business morality that 
the individual management must live 
with because it is constituted that way. 
Controllership should be responsive to 
these finer shadings of purpose. It 
must never permit itself to be thought of 
as that element in the organization which 
is only capable of thinking in terms of 
dollars and cents. All of this is a part 
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of an atmosphere which surrounds con- | 
trollership as it must be practiced if | 
it is to succeed. 

“There is a very descriptive term, | 
originated I believe by the personnel | 
people, which applies here very well. | 
The term is “service motivated” and it | 
fits that kind of man or woman we are 
sometimes privileged to know who, 
either instinctively or by self-training, 
places the needs of others above his own, 
and finds his own advancement in serv- 
ing others. 

“The staff status of controllership de- 
mands this service motivation, and con- 
trollership finds its best expression in 
such a surrounding. The principles and 
practices of controllership cannot be 
separated from its ideals.” 


Appeal for Youth 


(Continued from page 104) 

market. Today, employers realize that 
trainees with an improved educational 
background are the best souree from 
which to reeruit factory supervision, and 
are therefore devoting inereased time 
and expense to the development of their 
young technicians. 

It is understandable that modern 
youth should find itself attracted to 
creative and productive activities—not 
necessarily in factories, but in such fields 
as architecture, civil and constructional 





engineering, and research (both indus- 
trial and medical). Agriculture, now 
developing along scientific and mech- | 
nized lines, also makes an appeal. The | 
disappearance of the sellers’ market has 
recreated the need for highly trained 
salesmen; a factor which further reduces 
the number of recruits available for | 
other commercial activities. 

The foregoing are the chief factors | 
which have tended to reduce the num- 
ber of persons available for office em- | 
ployment. Commercial activity, how- 
ever, still requires the best types of ad- 
ministrators and specialists. In cer-| 
tain fields, notably advertising, public 
and labor relations, which have under- 
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Feathermatic 
FISUYING... 


means fast, accurate, 
error-proof, economical 
operation. Symmetrical key- 


board . . . rugged, noiseless, 


mechanism—dramatic features 
making the new ADDO-X 
an outstanding favorite. 


Write today for details. 


Noiseless operation of Addo-X 
machines is result of precision 
engineering. No vibration .. . 
no bouncing . . . reduces wear, 


insures longer machine life. 
There’s nothing finer 
than an addo-x. 


NEYUANOUA 
WMWOUS FON 
SP PFOnyVN= 
NWO OWWWO 
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ADDO MACHINE COMPANY, INC. 
145 W. 57th St., New York 19, N.Y. Ph. Circle 5-6940 
Exclusive U. S. Distributors for Addo-X Adding 
Machines — Roneo Mimeo Machines - 

Multo Calculators 











you hang clothes-- 
you hang pictures-- 
you hang curtains-- 


hang your 


FILING FOLDERS, too! 


FOLDERS HANG 


BY THESE HOOKs 
ON FRAME 


THAT FITS ANY 
FILE DRAWER 


Speeds filing 20% to 50%, 
cuts filing costs in half. 


Oxford PENDAFLEX” 


HANGING FOLDERS 


See your office equipment dealer 
for TRIAL DRAWER installation 


Send coupon for catalog and| 
name of your nearby dealer 
who will install a_ trial 
drawer. Money back if you 


are not satisfied. 


ST * 


OXFORD FILING SUPPLY CO., INC. 
107 CLINTON ROAD, GARDEN CITY, N. Y. 
Send free catalog and name of nearby dealer 


Name 
Firm 
Address 


City 








gone extensive development in recent 
years, the need has arisen for a special 
type of employee with appropriate quali 
fications and training. Budgetary and 
cost control techniques are being increas- 
ingly adopted, thereby creating a de- 
mand for both specialist and routine 
office workers. 

Therefore, if office labor requirements 
are to be fully met, adequate incentives 
must be offered by employers who 
generally do not operate day training 
courses for their staff. Employees are 
all too often expected to take the initia- 
tive by attending evening classes or tak- 
ing correspondence courses. Conditions 
of employment and general amenities 
provided must be made no less attrae- 
tive to the office worker than those avail- 
able to the factory operative. 

Under the stress and strain of the 
present economic situation, many ¢alls 
are made on the office for facts and 
figures for management. The office is 
the nerve center from which such data 
emanate. The complexity of modern 
business requires that the office shall be 
as productive as the factory. Soaring 
production, fluctuating markets and the 
need for tabulation and critical analysis 
of trading results, demand an efficient 
office organization. Methods require 
constant review to enable the best prae- 
tices to be adopted, the labor force to be 
reduced to the minimum consistent with 
efficiency, and a constant watch to be 
kept on waste—whether of time, ma- 
terials or machines. 


High Type Personnel 


(Continued from page 106) 
employee is given a feeling that his 
position receives its proper relative im- 
portance, we can offer excellent oppor- 
tunities. 

Unfortunately, too frequently we fail 
to provide this recognition and then won- 
der why our turnover rate is so high. 
With clerical and supervisory salaries 
at an all time high we cannot. pra¢tically 
attempt to hold our present help or at- 
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THE EASY way - 
TO DESTROY [uy 
OLD PAPERS (aay 


The new “Silver Executive’ Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips... 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET, .'\" SALEM, OHIO 


These handy Dennison items will help 
you save time, cut down errors, 
make work easier: 


SHIPPING TAGS ¢ METAL RIM AND KEY 
TAGS e¢ COIN CARDS e GUMMED LABELS 
 PRES-A-PLY LABELS «© ADDRESS LABELS 
~* ADDRESSING LABELS IN SHEETS ¢ CAUTION 
| LABELS © AIR MAIL LABELS © FILE FOLDER 
LABELS « SEALING AND ENCLOSURE LABELS 
NOTARIAL SEALS « GUMMED REINFORCE- 
MENTS « INDEX TABS « PAPER FASTENERS 
MENDING TAPES 


DAY AFTER DAY DENNISON OFFICE AIDS SAVE TIME AND MONEY 


Dennison makes dozens of “big file folders, assembling binders, 
little things” that bring better re- mending torn papers. 

sults to hundreds of office jobs Let these Dennison office aids 
such as: keeping records, address- simplify and speed your work. Call 
ing and marking mail, preparing your stationery supplier today. 


* 
Dennison Framingham, Mass. 
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How smart business 
gets its printing 
WITHOUT 
DELA Smart business 
uses the Davidson 


Dual . . . the modern busi- 
ness machine that prints office 
forms, letterheads, envelopes, ad- 
vertising folders, price lists . . 
important items you must have 
promptly. Your Davidson will have 
them ready in hours instead. of 
days... top quality . . . fine half- 
tone and multi-color work. 


DUPLICATING, TOO. 


form letters, reports, bulletins, 
charts, drawings ...a few ora 
ithousand . sharp and distinct. 
Want to'see how Davidson Duals 
are saving time and‘ money iin 
hundreds of businesses? Write us 
today. 


ME vidsan Dua! 


Hundreds 

of printers . 
who operate = 
Davidson 

Duals can 

give you 

this fast, 

low cost. 

service, 100, 


Ask for our 
illustrated 

bulletin on 
Model 251 


SSSCSSSTSESSE HESS eeeeeeeee eee eee eee 
DAVIDSON CORPORATION 
1036-60 W. Adams St., Chicago 7, Ill. 


Please send complete information about 
Davidson Dual, Model 251. 


NAME 
FIRM 
ADDRESS ; 
ae STATE 


Feseseeseeeeesaa, 
@8eeeeeeeseecace 
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| selling points. 
| offer better working conditions, easier 





| dures under guidance of 


| that careful 
| given to meeting essential needs for these 


| tract new talent with the lure of more 


money. We must concentrate our efforts 


| on seeing that the office in general re- 
| ceives the respect that it deserves. We 


should consider the fields of accounting, 


| machine accounting and office manage- 


ment as a product that we have to mer- 
chandise to high school and college stu- 
dents and carry out a full scale sales 
program. Our product has many good 
No other profession can 


paths to promotion for capable in- 
dividuals, greater job security, more va- 
riety of work or closer contact with 


| management. In machine accounting par- 


ticularly, we have a new field that ap- 
peals to the imagination and is destined 
to become an integral part of all busi- 
ness operations. 

We know this to be a fact yet we have 
been slow to accept our responsibility of 
working with our educational institutions 
so that they can present machine ac- 
counting as a part of their curriculum 
and awaken the student’s interest in 
this profession. We, in turn, can follow 
through by sustaining this interest and 
exhibiting a greater enthusiasm for the 
opportunities in the business profes- 
sions. All too frequently do we not 
take time to encourage and develop the 
interests shown by promising personnel 
and then too late discover that these 
interests have been diverted to other 
paths. Only when all of our business 
associations and each of us as individuals 
undertake to sell the careers that we 
have to offer will we be able to take 
full advantage of machine accounting. 
When this is done we will be amazed at 
the success of mechanized office proce- 
capable per- 
sonnel. 


Essential in Wartime 


(Continued from page 109) 


| manpower is fast becoming an important 
limiting factor in war production, I feel 


consideration should be 


machines. A reasonable expenditure of 
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our economic resources on office machine 
production should have its effeet very 
quickly on our national productivity, 
because these machines take only a short 
time to produce and can be so promptly 
put to work in industry and com- 
merece.” 

Before World War II was coneluded 
recognition was given to the laborsaving 
and other essential characteristics of of- 
fice machines, and during the present 
defense mobilization the requirements 
for such equipment have been recognized 
and materials allotted to permit mainte- 
nance of production at relatively high 
levels. National mobilization serves to 
bring the fundamental utility of things 
into sharper focus and the great et- 
ficiency and laborsaving characteristics 
of office equipment have been definitely 
demonstrated in two periods of national 
emergency. 


Schools Need Handbook 


(Continued from page 112) 


processed through the office uses of the 


calculating machine that constitutes its 
real justification for inclusion in an 
office training course. 

When a superintendent of schools and 
his director of business education have 
the problem of determining what office 
machines to buy for the school’s office 
practice course, the following are some 
of the principles to be kept in mind: 
(1) Selection of office machines for 
training purposes is a joint responsi- 
bility of the school and business; (2) 
Most widely used office machines in a 
given school’s business community are 
the ones that should be initially con- 
sidered for the office training course; 
(3) Of these most widely used office ma- 
chines, business should assume the re- 
sponsibility to prepare competent opera- 
tors on the job for as many of these 
machines as possible: (4) Of the remain- 
ing machines for which business feels 
that it is impossible for it to give the 
needed training, the essential teaching 
material for competent preparation in 
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e¢ +9 
mada-CoO 
| THE MAGNETIC COPYHOLDER 


AND I'M CUTTING COSTS TOO 


AMAZING NEW COPYHOLDER 

USES MAGIC OF MAGNETISM! 
The Ma-Co Liner, sensational new copyholder, 
speeds copying and transcription time — makes 
filing a breeze — whisks away “copying lag.” 
Finger-tip control moves lines up or down paper. 
Adjustable base holds paper or notebook at any 
personally preferred angle for worker. Captures 
one or more lines at a time. It’s new, it’s almost 
Magic! See your stationer now, or write: 


THE PETTERSEN MFG. CO. 


627 Milpas Street, Santa Barbara, California 
Seems cece esses see eeeEeeeeesseeeeseeseeL 
The Pettersen Mfg. Co. 
627 Milpas St., Santa Barbara, Calif. 
C) Please send literature. 
Name 
Company 
Street 
City .. 
State 
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SHORT! 
Use... 


Snappasy- 
One-Time 
Carbon-Interleaved 


BUSINESS 
FORMS 
For SPEED... 


ACCURACY... 
ECONOMY 


in office and factory record-keeping activity. 


o 
TAILOR-MADE . . . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 

Fold-over Statement Forms. 


* 
Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a  SnapSasy- 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


DEPT. O, GAVRIN PRESS BLOG 


New Rochelle « New York 





the school should be educationally worth 
while; and (5) A well-qualified teacher, 
as to both educational preparation and 
office experience, should be available to 
give students the desired machine train- 
ing. 

in addition to this technical office ma- 
chine preparation, we believe that the 
students who pursue the office training 
course should have a well-rounded gen- 
eral education, including an understand- 
ing of our American business-economic 
system and of the office functions in that 
system. When these and other impor- 
tant considerations guide the sehooi 
preparation of office personnel, we be- 
lieve that education clearly becomes the 
decisive factor in improvement of office 
production. 


New Offices Attract 


(Continued from page 116) 
taining competent help. 

This is just one more case history of 
the investment in a good office paymeg 
off. There is an ever lengthening list 
of companies, large, medium and small, 
who now believe the modern office story. 

It is well to point out the great 
strides which have been taken by the 
stationery and office equipment industry 
to better serve the needs of American 
business to provide itself with an ade- 
quate office. In the many new offices 
are found ingredients which came from 
members of the National Stationery «& 
Office Equipment Assn. located in all 
parts of the country. 

A powerful partnership of manufac- 
turer and dealer has joined to make pos- 
sible the progress of this new large in- 
dustry. Too little attention has been 
given the ever expanding ability of the 
stationer to render a valuable service 
in his market. He is a real assistant to 
the office manager who is struggling 
with the problems of business records 
and who is inundated with paperwork. 
Few industries out-distance ours in the 
effort to better serve the requirements 
of its customers. The one-stop service 
now available at many dealers shows 
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magnificent progress: 

1. He has available, large inventories 
of the many thousands of items of sup- 
ply. These are the life blood of busi- 
Hess. 

2. He has knowledge of, and experi- 
ence with, the more complicated items of 
office and record equipment. 

3. He continues to carry a message to 
management of the value of a good 
office. 

Thousands of supply items are as close 
as the telephone in nearly every town 
and city. In most cases, a boy on a 
hievele will deliver small or large quan- 
tities of these supplies within minutes 
after the order is placed. Few other 
merchants are trying harder to please. 
As an example of this service, an order 
can be given for a $1.50 typewriter rib- 
bon which will be delivered and installed 
on the machine. This is not an unusual 
convenience offered by the stationer. 
Business is given very valuable savings 
by this improving and expanding service. 

There are thousands of salesmen of 
the members of the National Stationery 
& Office Equipment Assn. who have pre- 
pared themselves to meet the needs of 
every office, small or large. They can 
develop an engineered space and fune- 
tion office. They have knowledge of the 
application of the very latest in sys- 
tems material and equipment items. 
These men hold the solutions to many 
office problems in their heads and hands. 
They can plan an office, build a single- 
writing order invoice system, or install 
a filing system for a one-clerk office or 
for General Motors. 

Great credit should be given our in- 
dustry because it has steadfastly carried 
the story of the modern office to top 
management. While this program has, 
at times, been discouraging, the office 
worker of today is better off physically 
and financially because of the eduea- 
tional efforts of the dealer and his 
representatives. The things which are 
taken for granted as necessities today 
were sold against big obstacles yester- 
day. Count them off: good lighting, air 
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‘CUT YOUR COSTS 


Use Atlas Systems 
of Vertical Filing 
for Offset Plates 
Duplicator Stencils 


ATLAS C JUMBO MODEL 


The C Jumbo Model (26'/2" wide, 28" 
deep and 52" high) is a two drawer ball- 
bearing suspension unit constructed of extra 
heavy gauge steel. Each drawer is equipped 
with a separate frame of heavy gauge steel 
with smooth runners, on which the hangers 
glide easily. Especially designed for the 
larger offset plates up to 21" wide the C 
Jumbo also solves the problem of filing larger 
stencils, blueprints, x-rays, swatches, etc. The 
record to be filed is suspended on your 
choice of the three types of Atlas hangers 
available in the 22" width. 


Write for illustrated literature. 


ATLAS STENCIL FILES CORP. 


1662 EAST 118th STREET, CLEVELAND 6, OHIO 
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1,000,000 


The fastest seller on the: 
market today is the 


REMINGTON RAND 


10-KEY 
ADDING MACHINE 


asoren same TOP fll 


The balanced line with a model 
for every need. 


DEALER SALES DIVISION 


Mlemington. Frand 


315 FOURTH AVE., NEW YORK 10,N.Y. 





conditioning and air circulation, cor- 
rect seating, attractive surroundings, 
modern systems equipment. All these 
are the ingredients which make the new 
office. All these, and others, have been 
introduced and promoted by the sta- 
tioner and his associates. 

We all understand that there is still 
much to be done. The objective of our 
entire industry continues to be an alert- 
ness to serve well. It might be summed 
up: “For sale, solutions for problems 
of the office.” 


Office Tools 


(Continued from page 115) 


job satisfaction. The manufacturers are 
constantly aware that their products are 
going to be used by individual workers 
who must be satisfied and happy with 
their office equipment. Our effort toward 
easing the searcity of clerical personnel 
is concretely demonstrated by our prod- 
ucts, which continue to improve in ease 
and cleanliness of operation, noise re- 
duction, color, comfort and design at- 
tractiveness. The inereased effective- 
ness of modern office tools allows the of- 
fice worker of today to make a greater 
and more meaningful contribution 
toward the whole business effort which, 
in turn, brings added job satisfaction 
and work stability. 

Office management today is asking for 
assistance in solving the twin problems of 
men and machines. The members of the 
Office Equipment Manufacturers Insti- 
tute are keenly aware of the situation, 
and our expanding research and de- 
velopment programs are directed toward 
providing you with continuing and effee 
tive help in the days ahead 


Machines for Dealers 
(Continued from page 118) 
for the dealer in 1953. Plans now tak- 
ing shape on the drawing boards of the 
manufacturers should make available to 
the dealers of the country many other 
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items that will enhance their sales vol- 
ume. The new year should see the intro- 
duction of another electric typewriter 
and probably two more 10-key adding 
machines. Also, 1953 will see the intro- 
duction of more low priced adding ma- 
chines now being planned. 

So the march of progress in the office 
machine industry goes swiftly on. Things 
have happened with extraordinary speed 
in the recent past and 1953 will un- 
doubtedly see even more happenings of 
a revolutionary nature. Yes, 1953 looks 
from here to be one of the most in- 
teresting and exg¢iting years in the his- 
tory of the office machine industry. 


Furniture and Workers 


(Continued from page 116) 
to believe money is not the complete 
answer. Frankly, it is not. How many 
businesses, large and small, have pur- 
chased desks, chairs and other office 
equipment, 10, 15, 20—ves even 30 
or more years ago—yvyet constantly hire 


new or replacement employees, pay them 
current wage rates, but expect them to 
use outmoded, outdated equipment ? 
Several things can and do happen. 
Hosiery and clothing is torn on desks 
splintered through years of hard usage. 
Wornout drawers work hard and break 


the fingernails, also strain the arms 
and backs of workers. Chairs with 
wrong seat heights and non-adjustable 
backs contribute to eye and back strain. 
The results are easy to see—poor work, 
loss of time and certainly discontented, 
disgruntled employees. Is it any won- 
der the turnover is large and replace- 
ments so hard to obtain? A reputation 
earned under these conditions is defi- 
nitely not to be desired nor easily over- 
come. 

Under conditions facing business to- 
day it behooves us to spread our in- 
vestments two ways. Business competi- 
tion demands modernization of manufac- 
turing facilities. Production must be 
streamlined if products are to stay in a 
competitors’ market. Clerical personnel 


THe Orrice—January, 1953 





LOCKERETTE 


—COMBINES THE BEST 
FEATURES OF BOTH 
LOCKERS AND COAT RACKS 


Wraps are exposed to air 
and light. Employees do not face the weather 
in damp wraps that have been crumpled in 
dark lockers—do not eat soggy lunches, 
soaked by wet hats or gloves. Each person has 
his own spaced coat hanger, ventilated hat 
shelf and 12" x 12" x 15" deep lock box for 
lunches, tools and personal effects. 


Lockerettes save space too... the No. 6-12 
(2 column) accommodates |2 people in 6 
feet; the No. 9-18 (illustrated) accommo- 
dates 18 in 9 feet. 


More salable because they keep wraps 


| “in press.” 


| Improves health and morale — lowers 
| absenteeism. 


WRITE FOR BULLETIN OL-10 


VOGEL-PETERSON CO. 


1121 West 37th St Chicago 9, Ill 





No. 3 MULTISTAMP Duplicator with Printing Guide 


PRINTS LETTERS..FORMS.. 
POSTCARDS... MENUS 


1000 or more clear, sharp copies without 
re-inking. Prints practically anywhere. . on 
paper, cloth, wood, packages. Just type, write, 
trace or draw on inexpensive stencil. .snap 
it on duplicator and print—like using a rubber- 
stamp. New pre-die-cut ‘““FORM-CUT” stencil 
prints shipping form and identification data 
in one operation. 

Portable, non-mechanical, of non-corrosive metal, 
replaceable ink pads. 8 complete outfits: $9.50 to $99.50, 
including supplies (f.o.b. factory). Write for literature 
or see your office or shipping room supply dealer. 





MANUFACTURED ONLY BY THE MULTISTAMP CO. NORFOLK, VIRGINIA 

















NOW... YOU CAN MAKE 


DRY Photo COPIES 


of a typed, written, printed or drawn 
YOUR OWN OFFICE 


with EXACT-PHOTE-COPY 


DRY PROCESS MACHINE 
Speedy © Easy © Economical 
Prices start at $80.00 


Pn for literature on our 
nd wet process machines. 


GENERAL ‘PHOTO PRODUCTS CO., Inc. 
CHATHAM, NEW JERSEY 














and their working conditions must keep 
pace. Great strides have been made in 
designing and manufacturing © oftice 
equipment. The wood office furniture 
factories have, through researeh, de- 
veloped such things as the densified post, 
drawer treatment, palomino and _ soft 
tone finishes. Gone are the days of 
splintered legs and torn clothing. 
Drawers operate with ease. The finishes 
are durable, attractive, and created for 
the finest of work under the best light 
reflection conditions. Walnut and ma- 
hogany have been lightened showing the 
beauties of the grains, recreating the 
dignity and mellowness of the Colonial 
and earlier periods. In using these 
products we maintain an atmosphere 
that makes your office workers want to 
come to the office. It spurs them on to 
do better work and increase their own 
efficiency. 

The metal furniture industry offers 
efficient looking business furniture that 
impresses its users with its strictly busi- 
ness look. Its linoleum tops, soft gray 


and green finishes and modern designs 
all work together for a more contented 
and efficient business setting. 

Modular furniture also has taken its 


place. Hlere we can study individual 
operations and style each work station 
to the individual needs. No longer is it 
necessary to leave a desk to refer to 
active files, reference books, ete. These 
ean all be at the workers’ fingertips. 
Proper arrangement of this furniture 
saves up to one-third of floorspace. In 
these days of high rental costs this fae- 
tor is one that cannot be ignored. 

Posture chairs and modern seating ar- 
rangements create the ultimate in com- 
fort and working efficiency. Both wood 
and metal chairs are available at very 
moderate costs. Easy adjusting features 
make it an individual unit, just right for 
the tired back; the support necessary for 
maximum workloads. 

Our industry has provided these tools 
for you. Why not use them and de- 
crease your personnel problems? Retool 
your offices, make your steady, faithful 
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Let A NEW Year Enter Your Office 
with 


aum ov ¥ 
TT 


Ly 


VAT AAA Ae 











@ New speed and new low cos? in sorting 
and collating papers. Work done in half 
the time and at half the cost—with Evans 
Gathering Racks. Sitting or standing, one 
worker collates 3,500 sheets an hour with- 
ja. 
UARANTEED to produce quicker and 
ane TU Rack more accurate results than any other col- 
at $25.00. 7 other lating aid on the market. 
niedele $11.00 to @ Of all aluminum, racks collapse for setting 
$16.50 ; aside. Each section holds 500 sheets of 
inal paper at inclined angle. Use racks singly, 
or together for large gatherings. 


See your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 











for the best in 


ZIP-A-PART 


CARBON 
INTERLEAVED 


FORMS 


ask for free samples and information 


BATTYE-FRANKLIN CORPORATION 


416 WEST GRANT PLACE, CHICAGO 14, ILL. 
Telephone: LAKEVIEW 5-5552 
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ry 
' the most advanced 


Machine 
Posting 


Equipment 











IS NOW A REALITY! 


Simplicity, economy and efficiency make 
Alpa posting equipment the most advanced. 
Alpa trays hold sheets in the ideal position 
without the expense or inconvenience 
of tabs (tabbing and offsetting can be 
used if desired). Sheets cannot slip. 
Each tray safely holds 750 sheets plus 

uides. Simple release mechanism enables 
the operator to open and close tray 
with minimum effort. 


Alpa stands 
are adjustable 
in height, 
revolve for best 
working position, 

cannot tip over. 

Alpa guides are 

made of strong, 

light plastic to 

resist bending or 

breaking. Alpa mobile 
cabinets can be 

effortlessly wheeled about 
while firmly holding 6 or 9 
full trays. Write for illus- 
trated literature and 
compare Alpa machine 
posting equipment's design, 
price and efficiency 

with any other. 

Dealer inquiries 

invited. 


= 


Manufactured by 


a Plaslic Adds LM 


262 Portobello Road, London. W.11, England 
U. S$. Distributor: 

Douglas Du Lac, 45 Prospect Place, New York 17 

While we specialize in making equipment to cus- 

tomer'’s individual specifications, standard sizes 

arée’always available. Delivery within 4-6 weeks 

from; receipt of order. 
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| ever the quality of supply. 


| course of last year. 


| appearing. 
| are working better; there is less absen- 


employees content by the use of modern 
equipment. In expanding, think in 
terms of not only new employees but 
new equipment. If your workers leave 
their stations one hour a day to rest 
their backs or to get away from it all, 


| you have lost, in one year, four or five 


hundred of your productive dollars. 
Multiply this by the number of em- 
ployees and you will see the advisability 
of modern equipment. 

Most office equipment dealers .are 
equipped to study your problems with 
you and recommend proper equipment. 
Use them. They are professionals in 
their field. Let them cooperate with 
you and eliminate these problems, leav- 
ing your mind free for greater things 
to come. 


Plants Need People 


(Continued from page 121) 
are required. When I inquired from an 
organization which had taken on 60,000 
clerks in the last few years, why they 


| were not providing further training after 


the initial training, the remark was made 
they were not worth training! These 
were girls who had to be taken on what- 
Most are 
now married. 

The position has changed in the 
The demoralization 
of the war and postwar years is dis- 
People are happier; they 


teeism and less labor turnover. We are 
moving more into the peace stage. The 
effects on young people of the absence 
of one or both parents for many years 
during the war are less important now. 

The Civil Service was reduced by 15,- 
000 in the first nine months of last year. 
Every civil servant operating a control 
probably creates three or four more 
clerical workers in the sphere controlled. 
Each phase of government control tends 


| to ereate clerical work for one to ten 


thousand people. If these people are 
employed on direct production, more 
supplies become available and control 
becomes unnecessary. We needed more 
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coalminers and fewer clerks. Our needs 
are being realized. 


It is an open question whether such 
great numbers of women should be em- 
ployed on clerical work. Most women 
do not take a professional interest, al- 
though they work hard and_ con- 
scientiously. Why should they? Most 
marry. Decade by decade in this coun- 
try the marriage rate increases. More 
men are born than women and nowadays 
more survive to marriageable age. The 
decrease in infant mortality has affected 
males more than females. Those who 
might have been more happily employed 
in manual work in factories, got jobs in 
offices. Mechanization is by no means 
always a help; the poorer the staff the 
more they use mechanical aids for simple 
valculations; they make simple entries 
on cards by typewriter which can be 
more speedily made by hand. 


There could be a return to more hand- 
writing of internal memos and even ex- 
ternal letters, to save delay to the dic- 
tator of checking and signing. Clerks 
are instructed to make copies when no 
copies are needed. The _ originator 
could take more responsibility for giv- 
ing instructions to make no copies or 
fewer copies. In industry we partly 
overcame the problem of untrained staff 
by providing our own training schools 
and we get better results thereby. Where 
employees are trained in the schools of 
the manufacturers of machines, there 1s 
a tendency for them to be less versatile, 
to seek higher wages and to be less loyal. 


During last year one large «combine 
made further extensions of the use of 
addressing plates and single print ma- 
chines for invoices, of which they make 
some millions per annum. A series of 
plates are prepared with standard quan- 
tities, descriptions and prices. Plates are 
pulled and printed for the address and 
each item of the invoice. The invoice is 
added and total entered by listing ma- 
chines. For simple invoices great econo- 
mies can be made in this way. Carbon 
copies can be produced simultaneously 
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15% to 20% more copies per 12-01. tube 
Clean, sharp work on mimeo bond 
Fast drying — no smear, no offset 


Black and colors with minimum 
penetration 


Won't pack on distributor bar 
Won't drip from silk screen 
Won't harm stencils or silk screens 


Won't harden on waver rolls or bakelite 
cylinders 


Special adapter head on tube fits 
Gestetner ink pump 


Washes off hands with soop and water 


Write for name of 
nearest dealer 


INK SPECIALTIES CO., INC. 


523 N. HALSTED ST., CHICAGO 22, ILL. 
IN CANADA 
Carbon Paper Service Bureau 
177 King St., West Toronto, Canada 





ae clean records 
wee KLEEN KLEEN 


| there is already a labor shortage. 
Pencil t ati 


Miss Secretary, are you fed up re 


soiled fingers? Does your boss gripe 
about smudged payroll and office rec- 
ords? Then try KLEEN KLEEN pencil 
carbon. 


The PEERLESS IMPERIAL improved | 
inking formula reduces smudge to a | 
mere minimum, stops “treeing’” and 
slipping—gives you brilliant copies and 
better manifolding. 


Do this today: Ask your Dealer or | 
write to us for sample sheets. Then | 
make your own test. You will be de- 
lighted with KLEEN KLEEN, the superior 
pencil carbon. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 

28 Peerless Place, Newark 5, New Jersey 
N.Y. Office - 13, 110 Franklin St. © Chicago 2, 179 W. Washinaton St 
Detroit 18, 37 Linden St., River Rouge, Michigan 


without the use of one-time carbon. If 
a set of four is needed, it is printed two 
up and fed over a cross feed carbon at- 
tached to a sliding plate. Double print- 
ings are made at speed on the two top 
documents and the carbon copies be- 
neath. If desired, a listing device can be 
incorporated which will print each line 
of each invoice on a tally roll. This can 
be speedily tagged and sorted to provide 
unit media for statisties. 

The country is becoming more aware 
of the secondary costs in using many 
machines. There may be a saving on the 
capital cost but it is usually the costs 
of special stationery that really counts. 
These are often inadequately checked by 
the accounting mind. 


Greatest Economic Need 


(Continued from page 121) 

For 
these reasons, in his individual struggle 
to increase productivity, he has been 
obliged not only to place first things 


wo. 25n STEELATRANSFER CASES wo. 202 


Send for 
the New 
Top Flight 
Catalog 952 


Truly the world’s most wanted steel transfer case... . 
The attractive brass hardware....The 4-roller bear- 
ings. . . The soft office green or beautiful gray 
hammerloid baked on finish. . . . The simple, positive 
vertical and horizontal stacking arrangement. . . . The 
heavy furniture steel. . . . All these features make 
the famous No. 25R, the most widely used steel trans- 
fer case in the world today. 


Mail all orders and inquiries 


on Steel Transfer Cases and Filing Cabinets to 


| TOP FLIGHT PRODUCTS CO., INC. 


| 6224 S. OAKLEY AVE. 


CHICAGO 36, ILLINOIS 
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first: he has been obliged to redefine the 
meaning of “first things.” 

To not a few, it has come as some- 
what of a shock that the office belongs in 
this category. Not that it wasn’t always 
important. Its role in a smooth fune- 
tioning economy was recognized to the 
extent that for many years it was above 
close serutiny as far as its specific 
operations were concerned. But it grew, 
faster even than the economic activities 
it was designed to serve. An ever in- 
creasing volume of up-to-date informa- 
tion was necessary for competent plan- 
ning and management. Social benefits, 
legislative and judicial controls all in- 
creased, and with them their mountains 
of paperwork. To accomplish this gigan- 
tic burden, Great Britain was obliged, 
over a 20-year period, to enlarge its 
total clerical force by 850,000. In your 
country, I understand that clerical 
workers now number over 12% of the 
total employed population. And the 
numbers continue to rise in both coun- 
tries. 

Part of this increase was of course 
inevitable. But clearly, from a= cost 
point of view, this rise was not in line 
with other factors. Office wages were 
high, office space was expensive, and 
gradually businessmen began to realize 
that while they could not expect to make 
profits in the office, they could lose them 
there. Gradually, in a new sense of the 
word, the office became the center of 
attention and the subject of some search- 
ing questions: 


“Does the office cost too much? — Is 


T FROM 
MANUFACTURER Precise Core 


FOR ALL TYPES OF BOOKKEEPING 
MACHINES & SYSTEMS 


INCREASE EFFICIENCY + SAVE TIME, MONEY 


* Duplicate Fold Over * Single Edge 
* Snap Out * Fine Line 


PRECISE CARBON FORMS ARE LOW PRICED! 


For Quotation Write to 


PRECISE CARBON FORMS 


359 JAY ST. - BROOKLYN 1,N. Y. 
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of Cash Control ™ 
and Recording : 
Over-The-Counter 


INDIANA 
fue 


i 
CASH REGISTER 


Here is the ideal Autographic CASH REGISTER for 


any business that does cash or over-the-counter mer 


chandising. 


Every sale or payment on account recorded quickly 
and accurately, Sales figures by commodities or 
departments kept easily. Paper roll on which entries 
are recorded moves automatically upon pulling the 
hand lever, the Cash Drawer glides open and a 
warning gong sounds. All records and 
available at end of the day for checking. 


DEALERS: Add the INDIANA to your line—you'll 
find it profitable. Write. 
CASH 


TAWA: aS, 


SHELBYVILLE, INDIANA 


figures 








Substantially Reduces 


NOISE 
of Keyboard Graphotypes 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 

















Make it an 
EFFICIENT NEW YEAR! 


. . with B. F. GOODRICH rollers* 
in all your typewriters! 


“Now equipped with the exclusive PAGE END-ICATOR. 


Ask your local typewriter dealer 
for B. F. Goodrich rollers with 
PAGE END-ICATAOR. 


Nationally distributed by 


SHIPMAN-WARD MFG. CO. 


325 N. WELLS ST. + CHICAGO 10, ILL. 








make NEW sales! ai 


Action _/ 
x 
/ / NUMBERING 
// — MACHINE 


Built to meet cus- 
tomers’ demands, 
Force 5-Action 
provides consec- 
utive, duplicate, 
triplicate, quad- 
ruplicate and re- 
peat numbering 
- + « all in one 
machine! Write 
for latest price 
lists and catalog. 


WM. A. FORCE 


2IO NICHOLS AVENUE, BROOKLYN 8,N.Y 


SALE FFICE NEW YORK ie 1c SAN FRANCISCO and CANADA 


Laas 
JOIN THE MARCH OF DIMES 
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the work being accomplished as ef- 
ficiently as it can be? Are we getting 


optimum productivity from each office 
employee ?” 


Such questions had long gone un- 
asked. Traditionally, business had been 
inclined to regard office costs as irre- 
ducible evils. Most clerical operations, 
excepting those in larger financial insti- 
tutiqns and insurance companies, are ot 
an individual nature and seem unsuited 
to a mass production approach. Perhaps 
for that reason most of the effort to 
achieve standardization and simplifiea- 
tion of procedures, to measure and 
evaluate output and to eliminate un- 
necessary details, have all been concen- 
trated on factory production while office 
production was too often left to muddle 
through as best it could. 


No business today can afford the 
luxury of this kind of thinking. As in 
the factory, there is a growing tendency 
to subject every office procedure, every 
clerical operation, to a third degree: Is 
it necessary? Is there a faster, easier 
way to do it? Can it be combined with 
some other job? No longer are the time 
honored office rituals held sacrosanct. 
The business man has found out that 
many of his office procedures have been 
continued on the basis of habit rather 
than necessity; that there are faster, 
easier ways to do most office jobs; that 
by dint of study and a knowledge of up- 
to-date systems and techniques, there are 
ways and means of improving the pro- 
ductivity of the office worker, of ae- 
complishing more, with fewer people, 
at less cost. 

The results that have been achieved 
by the intelligent mechanization of the 
office are rapidly becoming common 
knowledge. Since the turn of the eentu- 
ry, following the development of the 
first practical adding machine, the office 
equipment industry has grown to the 
extent that there exist now office ma- 
chines and equipment to perform ae- 
curately, reliably and speedily almost 
every phase of office operation. Al- 
together, they can be regarded as no 
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B1I92E Eletric Printing Calculator 


barrett 


TEN-KEY PRINTING CALCULATORS 





ADDING AND LISTING 
DIRECT SUBTRACTION 
MULTIPLICATION 
DIRECT DIVISION 
The two models shown here, the Barrett Electric BI92F 
and the Barrett Hand Model B192, are designed to save 
machine hours continuously—for years to come. Both 
have many exclusive features, precisioned by Monotype. 
Dials visible at all times and all calculations are shown 
on printed proof. Special Multiply Key, as easy and 

simple as adding. Transparent paper 


cutter for complete visibility. Items 
| and totals up to 9,999,999.99, 
BARRETT ADDING 


MACHINE DIVISION 


Lanston Monotype Machine Company 
Twenty-fourth at Locust Street Philadelphia 3, Pa. 
B 192 Hand-Operated Printing Calculator 











PROTECTO 


FIRE-RESISTING 


SECURITY BOX 


95 
1 T RETAIL 


Made of two complete steel walls, insulated from 
each other by '/,"' especially freated asbestos sheet 
ing, the PROTECTO deluxe Security Box is a 
simple, practical inexpensive way to protect valu- 
able papers. The inside dimensions, 8'/, x 12'/2 x 
34, make it practical for all standard business 
papers. The new lock has over 500 key changes. 
In 3 colors, office green, office gray or tan 
Recessed handle. Weighs 1!0!/2 Ibs. 


The PROTECTO DeLuxe Security Box is a natural 
for the home and office. Usual dealer discounts. 


Send a Trial Order Today! 


BISON DISTRIBUTING CO. 





P. ©. BOX 36, BUFFALO 16, N. Y. 
PROBLEMS 


3 PHONE ‘sowves — 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 

65 Madison Ave. 


Room 710 
New York 16 











less than a necessity in our economic 
life. They occupy as important a niche 
in it as the railroad, the airplane and 
the telephone. 

That 


COMmeCs 


this is no understatement  be- 
clear if we try to visualize a 
world in which office machines and busi- 
ness equipment do not exist. Eliminate 
the properly designed forms and modern 
equipment for dictating, typing, dupli- 
cating, addressing and mailing, and we 
should require 20 to 30 times as many 
workers to do this. To prepare the re- 
ports necessary for planning and con- 
trol without the right machines for book- 
keeping, accounting, statistical work, 
sorting, collating, microfilming, tabulat- 
ing and time recording, we would need 
2 to 5 times more office workers. To 
handle the flow of money—the lifeblood 
of our economy—without tools to do the 
checkwriting, checksigning, cash regis- 
tering and payroll operations, four times 
as many clerical employees would be 
necessary. 

Where today does there exist an 
economic activity whose very existence 
does not depend on paperwork? — In 
banks, shops, telephone, railroad offices, 
government; the clerical task has _ as: 
sumed staggering proportions. To ac- 
complish it without the aid of office 
equipment and business machines would 
necessitate a clerical population of astro- 
nomical proportions if indeed it could 
be accomplished at all. 

But this is not meant to suggest that 
the job is finished as far as the office is 
concerned. It is but a beginning, al- 
though far from a humble one. How- 
ever, the very necessities that have 
prompted us to progress this far are 
still with us: rising costs, a far from 
limitless labor supply, and paper re- 
quirements that seem ever to increase 
in volume and complexity. 

The battle to control office costs ean 
never be won by relying on past prog- 
ress or by a single offensive. As in the 
factory, this problem is a long war of 
continuing study, investigation and 
evaluation. It involves the factory 
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Time-Saving Utility 





ZOOMS TO NEW 
22> POPULARITY HIGH! 


Here's the most convenient, 
most economical eraser in dec- 
ades! Cylindrical stick eraser enclosed in attractive transparent plastic 
holder, is usable down to the last fraction of an inch! Holder cap un- 
screws so eraser can be moved outward. Won't roll off desks. 
HANDY, POCKET-CLIP STYLE BRUSH-WHISK STYLE FOR TYPISTS 
FOR GENERAL USE (not illustrated) 


Red rubber for erasing 

pencil writing and car- 

bon copies. Gray rubber 

for erasing ink writing _ ORDER A 

and typewriting. Ref ll. TRIAL DOZEN 
TODAY FROM 


YOUR 
DEALER! 


WELDON ROBERTS 
RUBBER CO. 


oth Ave. & No. 13th St. 
Newark 7, N. J. 


Correc 


t Mistakes in Any Language 


World’s Foremost 
Eraser Specialists 





cn - type for efficiency 


Management, as well as 
individuals, are always 
interested in equipment 
contributing to more 
efficient and speedier 
output by employees. 


Write for details and 
additional information 
on the complete 
WORDEN LINE of 
desks and genuine 
leather chairs and 


suites. No. 252ST 52'' x 32'' 





Y 1 
WORDEN ne Worden Company 
200 EAST 17th STREET @ HOLLAND, MICHIGAN 
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IPE GLEANING MADE EASIER 


with the amazing ” 


Oat) ge 
Q ~~ «x 
on Catt t CLEANS 


Typists ond business hacer 


machine operotors want 
*Norto Plostic Type Cleaner 
—it's easy to use—no mess 
—n0 liquids to spill 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Free somple sent upon request write to 


NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N. Y. 





COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Eosy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters — allow the tad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 7 heights—2 widths 
Send for Circular 52-0 and 


vitew 

. D. COTTERMAN, Mfr. 

4535 N. Ravenswood Ave. 
Chicago 40, til. 











BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We guar- 


antee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard Gibian 


128 LAFAYETTE STREET 


NEW YORK 13, N. Y. 
Cables: “ERGIBIAN.” Telephone: REctor 2-6580 








“SLIP-ON” LABEL HOLDER 





$O-! For I"' Ring Books, 25c ea. 
$O-2 For 2" Ring Books, 35c ea. 
S$O-1% For I¥2"' Ring Books, 30c ea 


OFFICE PRODUCTS, INC. 


9925 Freeland, Detroit 27, Mich. 
On Stationery Counters Everywhere 





learned lesson of obsolescence — the 
readiness to replace a machine that is 
still good by one that will do the job bet- 
ter at less cost. It involves an open mind 
toward new techniques, new methods — 
an eye toward the future and perhaps 
the evolution of electronics and other 
scientific developments which are capable 
of application to clerical work. It in- 
volves recognition of the office for what 
it is: a vital spoke in the economic 
wheel and a giant consumer of money 
and personnel. In a very real way, it is 
a productive department whose produc- 
tivity we can neglect or control. Re- 
garded in this way and properly imple- 
mented, the office will do more than dis- 
charge the obligations that the modern 
world has thrust upon it. It will be- 
come increasingly useful in our quest 
for improved productivity in all its 
many phases-—the quest that has_be- 
come in fact the great economic mission 
of our time. 


*,8 . . . 
Competition in Britain 
(Continued from page 122) 
the balance of payments with other coun- 

tries. 

About a year ago however, the em- 
phasis shifted, or rather at that time the 
change in the market was first appreci- 
ated. The supply of new machines, par- 
ticularly portables, both from home pro- 
ducers and from imports increased con- 
siderably and as a result the demand 
for second-hand machines began steadily 
to decline. This resulted in a consider- 
able reduction in price in second-hand 
machines and the beginning of a return 
to a buyers’ market. Already typewriter 
traders in this country are finding that 
salesmen have to begin to sel/ and it is 
no longer possible to wait for the cus- 
tomer to make his demands. This in its 
turn brings a healthier spirit of compe- 
tition and an emphasis on good sales 
and service technique which we have 
missed during the preceding 10 years. 

The recently created rearmament drive 
has not affected the situation to any 
marked degree. There has been a small 
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curtailing of imports, and a slight in- 
crease in the shortage of certain metals, 
but the ingenuity of the trade and the 
use of alloys has materially overcome 
the difficulty. In this connection, two 


American manufacturers who have long | 


been established over here are contribut- 


ing towards the machines available in the | 


home market. Underwood and Reming- 
ton Rand have factories in Great Britam 
in areas where labor is available and are 
producing new machines. 

We find ourselves, in this country, at 
what may be a turn of the road in trade 
conditions. There has been for example 
this year, a return to the pre-war experi- 
ence of a slack season for business in 
the holiday months of June, July and 
August. 

It is difficult to forecast the future 
in a world where the economics of one 
country depend so very much on the 
economics of all other countries, and 
where there are two kinds of wars in 
progress, a cold war, and indeed both 
for my country and your own, a shoot- 
ing war. I think I can safely say, how- 
ever, that provided the international 
situation does not deteriorate and no 
major catastrophe affects Great Britain, 
then we may expect a gradual, but 
steady, return to conditions where the 
sale of typewriters is a matter for 
skilled judgment and free competitive 
enterprise. 

I am very proud that through the 
troublous times of the war years and 
the immediate postwar years, the Type- 
writer Trades’ Federation has success- 
fully maintained amity among the va- 
rious sections of the trade. I know that 
in the more difficult times of competition 
which he ahead, I can be sure of the 
support of the federation and indeed of 
the whole trade in maintaining these 
friendly relations. 


Machines in France 
(Continued from page 122) 
itself is capable of supplying 75% to 
80% of this market. However, French 
manufacturers only supply 55% of their 
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appearance 
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Shipped under 
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Imprinted with 
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Start now! 


HOLYOKE, MASSACHUSETTS 
Established Dealers wanted in the 
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Warcarbile 


OFFSET 
PLATEMAKER 


The Vaculite is 
@ vacuum frame 
eq ores with 
— ight tubes 

fo r *burning- 
in‘ sensitized 
offset plates for 
use on 


Model tito 
MULTILITH or 
DAVIDSON 
Model 1722 
WEBENDORFER 
and HARRIS 
PRESSES. 
A vacuum contact between the negative and 
the plate is the only method that will guaran- 
tee clear, sharp halftone dots. No ‘‘muddy" 
halftones if you use the Vaculite. 
Also can be used as an opacue table. 
Write for Literature 


PRINTING DEVICES 


1707 N. 25TH AVE., MELROSE PARK, ILL. 
Telephone Fillmore 4-9840 








Standard Copyholder 


Size: 
9a 13 
Inches 


with 
three 
attach- 
ments 


$8.85 


Delivered 


The STANDARD COPYHOLDER meets 
EVERY typing need. Ideal for copyin 
from large books. Steel construction, bake 
enamel finish, NO OTHER COPYHOLDER 
OFFERS SO MUCH QUALITY AT ANY 
PRICE. 

See your dealer or write: 


STANDARD COPYHOLDER 
SALES & DIST. CO., Dept. 10, 


3145 Perlita Avenue 
Los Angeles 39, California 
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TTL 
i mi Order Today 


TN 
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SHIPPED 


A metal cabinet map file—with 
locking doors. 112 tilting tubes. 
Easy to file and find maps, 
tracings to 60”. 


PATENT NO 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main’ Tulsa 3, Okla. 











REBUILTS 

priced for 

all budgets 
. 


SELECT 
ROUGHS 
ready for 


instant use Our Rebuilt Sundstrand 


ADDERS : We offer fair prices, 

CALCULATORS : guaranteed rebuild- 

: ng, prompt §serv- 

TYPEWRITERS : ice to users and 

BOOKKEEPING dealers the world 

MACHINES over. Ask for our 

> quotation on any 

ADDRESSING make or model 
EQUIPMENT office machine. 


INTERNATIONAL OFFICE APPLIANCES, Inc 
326 Broadway, New York 7, N. Y., HAnover 2-6700 
Cable ‘‘ADDBOOKAL’’ 
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home market because French office ma- | 


chines are exported the world over. The 


remaining 45% of French production | 


represents the French industry’s par 
ticipation in world trade to foreign 
countries and to the French Union. 


Another interesting consideration 1s | 
that imports of foreign business ma- | 
chines to France remain at more or less | 
the pre-war level and are necessary only | 
to fill in the gaps between our manutfac- | 
The French | 
business machine industry can alone | 


tures and our exports. 


satisfy all the new demands for most 


products and some are in excess like | 


punched card machines and certain types 
of accounting machines. But for other 
types such as adding and calculating 
machines, and standard accounting ma- 
chines, the French market must eall for 
foreign imports. 

Typewriters, addressing and stamping, 
eash registering and duplicating machine 
imports and exports are balanced in 
variable proportions. In short, busi- 
ness machine imports weigh down the 
commercial balance as compared to ex- 
ports. The business machine trade has 
been responsible for a relatively impor- 
tant part of our country’s deficit in tie 
European Payments Union. We there- 
fore must undertake to fill in this deficit 
with a greater production of certain 
products. 


The foregoing indicates how France’s | 
increasingly to | 


offices are turning 
mechanization. The war’s vicissitudes 
and general administrative needs have 


shown that one should make a wider use | 


of sound administrative procedures and, 
to attain this efficiency, offices require 
the proper tools. 
be done before this evolution reaches its 
culmination. The administrative de- 
velopment of Western Europe has al- 
ways followed chronologically the tech- 
nical development although logically it 
should have preceeded it. The develop- 
ment of France’s business machine in- 


dustry is a sign of our general, and | 


particularly technical, economic de- 


velopment. 


THe Orrice—January, 1953 





There is still much to | 


Dealerships 
Available for the 


ope] RET i 7.\ 
GLYCO-MASTER 


VAPORIZER 


The finest machine 

of its kind for the 
prevention of colds and 
upper respiratory diseases. 


The sneezing season is here! This fall and 
winter will bring colds, flu, strep, etc. to 
countless workers in offices, stores and shops 
throughout the country. 

Columbia Chemical offers a proven method 
of prevention to these costly infections—a 
method so effective it is being used by the 
U. S. Navy*. It consists of the Glyco-Master 
—a compact, economically operated vapor- 
izer using Glyco-Cide (tests have proved it 
better than 90% effective against certain air- 
borne viruses and bacteria). 


Helps office managers and shop keepers save 
thousands of dollars by reducing absenteeism 
among workers. 


Write to- 

day for com- 

plete informa 

tion about this 

excellent sales op- 
portumty. 


COLUMBIA CHEMICAL CO., Inc. 


154 E. Erie Street Dept.O Chicago II, Ill. 
"Columbia—The Gem Of The Glycol Vaporizers"’ 


*Information 
on request 
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AMA Workshop Seminars 


American Management Assn. _ has 
scheduled its next office management 
workshop seminar for May 20-22 in New 
York. Subjects will include: quality 
control, office layout, improving services, 
systems and procedures and work stand- 
ards. The complete pregram can be had 
from AMA’s Seminar Secretary, 330 West 
42nd St., New York 36. 


Southern California Show 


The Los Angeles Chapter of National 
Assn. of Cost Accountants will hold its 
6th Annual Southern California Business 
Show at the Biltmore Hotel, Los Angeles, 
March 24-27. Because of the growth and 
importance of this show, NACA will not 
conduct its usual show in conjunction 
with its annual conference which opens 
in Los Angeles June 14. Data on the 
show can be had from Southern Cali- 
fornia Business Show, 731 S. Spring St., 
Los Angeles 14. 


NOMA Annual Show 91% Sold 


National Office Management Assn. an- 
nounced that applications have been re- 
ceived for over 91% of available space 
in its annual All Purpose Business Show 
which this year will be at Mechanics Hall, 
Boston in May, in conjunction with 
NOMA’s 34th annual conference. 


Engineering Institute 

The 5th Annual Industrial Engineering 
Institute of the University of California 
will be held in Berkeley, Jan. 30-31; and 


in Los Angeles, Feb. 2-3. It is presented 
in cooperation with American Institute 
of Industrial Engineers, American So- 
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ciety of Mechanical Engineers, Society 
for Advancement of Management, So- 
ciety of Applied Industrial Engineers 
and American Society for Quality Con- 
trol. 


Desk Phone Standard 


Provisions for Installation of Tele- 
phone Equipment on Desks have been ap- 
proved as American Standard (X2.1.2- 
1952), it was announced by American 
Standards Assn. Recognition of the in- 
creased importance of concealing tele- 
phone wiring and apparatus in desks led 
to the development of the standard, says 
A. R. Hutchinson of Western Electric 
Co., chairman of the ASA subcommittee. 
Use of the standard by desk manufac- 
turers should assure that cables and wires 
will not be exposed on the desk, and that 
the desk will not be marred by screw 
holes upon removal of the wiring and 
apparatus. 


Survey of Secretaries 


Social scientists Otto Von Mering, Jr., 
of Harvard University and Stephen 
Kegeles of Boston University reported 
results of a survey of over 1,000 seere- 
taries in 39 states, sponsored by Sound- 
Seriber Corp. The survey showed that 
63% were well adjusted to their jobs 
and their bosses, 25.5% were average, 5%. 
were below average, 1.5% were inade- 
quately adjusted and 5% fell into a 
doubtful category. Following are what 
secretaries consider ideal working con- 
ditions: To be treated as a person, not a 
machine. To receive praise and recogni- 
tion for work well done. Greater con- 
sideration for ideas. To feel you would 
rather have her working for you than 
anyone else. Normal working hours with- 
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Resolve This Year to Cultivate 


Good Habits in Your Filing 


For assured neatness, accessibility, and security of your important 


office papers — 


ACCO-bind them! 


ACCO - binding — which means 
punching file papers with two holes 
of 234” centers, and filing the 
papers on the prongs of an ACCO 
Fastener—has proved to be one of 
the best habits in office routine. 
Once developed, no one ever wants 
to revert to loose paper filing with 
all of its hazards of loss and mis- 
placement. 


ACCO Fasteners can be used inde- 
pendently for sheet binding of 1”, 
2”, 3”’—up to 6” capacities, and are 
incorporated in Accobind Folders of 
fine pressboard for supreme filing 
service. 

Get into this good habit of ACCO- 
binding for REAL filing satisfac- 


tion. 


All good stationers have Accobind Folders and Acco Fasteners (30 styles) for your every need. 
ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto. 
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The Olivetti fully automatic 
Printing Calculator provides for 
your permanent reference 

a complete tape record of all 
calculations and results, including 
credit balance. Actually an adding 
and a calculating machine 
combined, its simplified operation 
requires no special training. 

A demonstration under your own 
conditions may be arranged 
through any of the sales and 
service offices in over 499 cities 
throughout the United States. 
Olivetti Corporation of America, 
580 Fifth Avenue, New York 36. 


olivetti 
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yut speed-ups to make up lost time, except 
in emergencies. Have new office methods 
explained. Have mistakes pointed out 
privately. A little over one-fourth of the 
girls were dissatisfied with their bosses. 


Ad Agency Finance Group 

George N. Farrand, assistant treasurer 
of Young & Rubicam, Inc., was reelected 
chairman of the Advertising Agency 
Financial Management Group. The group 
is composed of financial executives of 
40 New York advertising agencies and is 
affiliated with the N. Y. Credit & Finan- 
cial Management Assn. 


National Conference 


& Exhibit Calendar 


Chicago World Trade Conference, Sher- 
man Hotel, Feb. 17-18. 


“Office Management Assn. of Chicago, 


Conrad Hilton Hotel, Chieago, March 


9.5 


=a*e), 
National Office Furniture Assn., Statler 


Hotel, Cleveland, April 26-29. 

New York Stationery Show, New Yorker 
Hotel, May 17-22. 

Life Office Management Assn., spring: 
New Ocean House, Swampscott, Mass., 


Marilyn Mason and 
Morgan Beatty are 
shown with the desk- 
size Monrobot elec- 
tronic computer, de- 
veloped by Monroe 
Calculating Machine 
Co., which was used 
on the NBC-TV net- 
work election night 
to figure voting 
trends. 
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May 25-26; national, Netherland Plaza 
Hotel, Cincinnati, Sept. 21-23. 

National Office Management Assn., Stat- 
ler Hotel, Boston, May 25-28. 

NRDGA Controllers Congress, Roosevelt 
Hotel, New Orleans, May 25-28, 

Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, June 1-3. 

Accounting Div., Assn. of American Rail- 
roads, Edgewater Beach Hotel, Chi 
eago, June 1-4. 

National Assn. of Cost Accountants, Stat 
ler Hotel, Los Angeles, June 14-19. 
National Office Machine Dealers Assn., 
Ambassador Hotel, Atlantic City, N. J., 

June 18-20. 

National Machine Accountants Assn., 
Schroeder Hotel, Milwaukee, June 18 
20. 

National Business Forms Associates, 
Edgewater Beach Hotel, Chicago, Sept. 
2-6. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 26-Oct. 1. 

Insurance Accountants Assn., Bellevue- 
Stratford Hotel, Philadelphia, Oct. 14- 
16. 

National Institute of Governmental Pur- 
chasing, Netherland Plaza Hotel, Cin- 
cinnati, Nov. 8-11. 

National Business Show, Grand Central 
Palaee, New York, Oct, 19-24. 
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Shorten 
the 
Search 


Looking for that hard-to-find 
inked ribbon... 


ard carbon paper for an odd job? 


or some non-stand- 


~~ 


name in inked ribbons and carbonized 


Then consider . the specialty 


papers! 


Fifty-seven years of manufacturing has 
brought many unusual orders into our 
plant . . . so much so that we service 
accounts in practically every corner of 


the world. 


If you have a special problem perhaps 
our broad and varied experience could 


prove helpful . . . we certainly would 


welcome the opportunity of serving 


‘ ; ‘ .. # 


TYPEWRITER RIBBON 
1625 CHERRY 
PHILA. 6 
/ 


3 MFG 


STREET 
PENNA 


C0 
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Internal Auditing 
(Continued from page 78) 
have reported in a negative manner and 
that it was inappropriate to ask the same 
group of individuals to design a system 
and to later comment upon its efficiency 
or practicability. 

I consider it important that both in- 
ternal auditing and systems and_ pro- 
cedures activities be permitted to operate 
in all departments in the company. They 
should not be restricted to the account- 
ing and financial departments. This is 
particularly true of the auditing fune- 
tion and auditors must be given permis 
sion to use their judgment as to the scope 
of their activities to do an effective job. 

It may not be quite as necessary for 
systems and procedures personnel to be 
given the same broad approval for in- 
vestigations into all departments. How- 
ever, some formal plan of operation 
should be developed that makes it pos- 
sible for all departments to make use of 
systems and procedures personnel. Our 
experience has been that the accounting 
and financial departments, although hav- 
ing the most voluminous records and ex- 
tensive operations, also have the most 
efficient systems. Other departments in 
the company sometimes have extensive 
office operations but they do not get as 
attention to their efficiency. 
This is so because these departments are 
concerned principally with other operat-, 
ing matters and the office operations are 
of a secondary nature. 

Our experience in procedures and 
methods operations indicate that best re- 
sults are obtained when there is maxi- 
mum participation by the personnel of 
the operating departments. It there- 
fore seems advisable to establish a pro- 
eram that recognizes this participation 
in an official way. Unless the personnel 
in the departments outside the  pro- 
cedures and methods department are 
allowed to have a real part in develop- 
ing changes and improvements, the ae- 
tivity is very apt to travel a rough road. 
We benefit by getting assistance of those 
who know most about the operations. 


close as 
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Jobs for Electronics 


(Continued from page 81) 


The insurance office is being mecha- 
nized at a tremendous pace, which is a 
natural outgrowth of the tarious devices 
mentioned above. Although we have al- 
ways been heavy users of business ma- 
chinery to do many volume operations 
such as the assembling of statistical data 
and have been, I suspect, one of the 
most highly mechanized clerical indus- 
tries, there have recently been many 
radical invasions by the automatic ma- 
chines into areas previously considered 
safe for pencils, pens and typewriters. 
For instance the fairly recent develop- 
ment of punched card calculators has 
begun to have its effect in taking over a 
good many hand operations. But more 
significant at this moment than the de- 
velopment of new machines has been the 
radical departures in our thinking to 
which we can put the existing machines. 
A tabulating department for example is 
frequently no longer a servant exclusively 
of the statistical or actuarial department, 
nor yet of the accounting department. 

The future, of course, would seem to 
point to a tremendous burst of speed in 
this direction. This current develop- 
ment is merely a dress rehearsal to the 
performance of our technicians when 
fully electronic, large memory storage, 
sequence controlled equipment, is avail- 
able. With machines that can analyze a 
complicated series of facts and, in conse- 
quence of the analysis, select one course 
of procedure out of several, the new 
possibilities in the insurance business are 
tremendous. The insurance business is 
showing a very keen interest in the de- 
velopments in this field, and one of the 
most active bodies studying and antici- 
pating these developments is the elee- 
tronics committee of the Insurance Ae- 
counting & Statistical Assn. This 
spring we plan to hold a two-day elee- 
tronics conference which should do much 
to familiarize insuranee men with the 
possibilities in electronic elerical process- 
ing equipment. 
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SAVE ON 


Write for Free Catalog 


Consolidated 


Office Supply Co. 


711-A S. Dearborn Street 
Chicago 5, Ill. 


OFFICE SUPPLIES 








Mr. CALCULATOR 


THAT'S ME! 


Known from coast to coast as the man who 
gives you the best calculator quality for the 
price. 


% ISRAEL MEIZNER *% 
Mercury Business Machines Co., Inc. 


900 Broadway (Corner 20th St.) New York 3 
GRamercy 7-0055 


Write for our new price list. 








SPECIAL MACHINES 
for the manufacture of 
CARBON PAPERS 
TYPEWRITER RIBBONS 
DRY STENCILS 


HAIDA ENGINEERING CO. 
34-11 Vernon Boulevard 
Long Island City 6, New York 











PRINT-O-MATICS "PERFECT PAIR” 


WORLD'S FINEST 
FULL-SIZED 
DUPLICATOR 
ender 60.00 


MODEL 4-A 


PAINT 


Fast—Accurate—Efficient 
c 


Handles Post-Card to legal Size 


IMPRESS 
“Twin-Pakt’’ 
Write for Complete Catalog of Du- bid i . 
plicating Equipment and Supplies STENCILS 
PRINT O-MATIC CO, INC. - Merchandise Mart - Chicago 54, Illinois 





VANGUARD 


STEEL STORAGE FILES 


“Double” as active files. Stack without sag 
or bulge. Easy roller operation. Oven- 
baked gray or green—brass finish trim. 
Prompt shipment. 

CONTACT YOUR DEALER TODAY 


Exginseung & Manupacliring Company 


$7 JACKSON BOULEVARD « a] 


ITPAYS... 

to MODERNIZE your 
BURROUGHS 78's & 72's 
with VON’S SIDE PANELS! 





WE NEED: 

NATIONALS, CLASS 2000 & 

3000 MACHINES——-LATE MODELS. 

FRIDEN, MARCHANT & MONROE 
LAS AND MA7 


VON SOOSTEN & CO. 


804 PINE ST., ST. LOUIS 1, MO. 















































SIGNALS 
and MAPTACKS 


SEE YOUR OFFICE SUPPLY DEALER 


George B. Graff Co., Cambridge 40, Mass. 





MANY LETTERS REACH US EVERY DAY 
from our business friends, proving that Buromarkt 
office equipment magazine is internationally recog 
nized. If you are interested in the European market 
you can be informed twice a month about all new 
developments in Office Machinery, Office Devices, 
Office Furniture, Office Supplies and the complete 
range of Commercial Stationery by the news and 
trade journal 


BUROMARKT International Journal of Office Equip 
ment reaching 10,000 dealers and managers in all 
countries of Europe with the monthly supplement: 
Das Rationelle Buro, (The Efficient Office). 


Information from: Atlantic Service Agency, P.O. 
Box 415, Flushing, N. Y. INdependence 3-6815. 


Sample copies from: 
ssapeiiaess VERLAG PETER BASTEN, 


AACHEN, GERMANY 
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Tailor the Job 


(Continued from page 76) 

Taylor, Gantt and others made the 
principles of scientific management 
available to all. The engineering pro- 
fession, factory managers and _ plant 
personnel men have maintained and im- 
proved labor productivity in the face of 
innumerable obstacles. Until relatively 
recently, however, the teachings of men 
like Leffingwell and Hopf have struggled 
with all too little avail for the acceptance 
they deserve in the office. Yet the prob- 
lems involved in both cases have the 
same elements—men, machines, ma- 
terials, methods and money. 

The efficient integration of all these 
elements of production is the keystone of. 
the solution to the personnel problem. 
The late Dr. Harry Arthur Hopf stated 
that the six steps required in any suc- 
cesstul program of improvement are: 
“analysis, simplification, standardiza- 
tion, coordination, control and = ineen- 
tives.” Here then we have the elements 
to be considered and the steps to be 


taken. Add equal parts initiative, in- 
telligence, determination and a sense of 
responsibility, and the formula is com- 
plete. 

For the purpose of these brief notes, 
exhaustive treatment of the considera- 
tion to be given each element in each 
step of the improvement procedure 
would be pointless. Some examination 
of simplification with respect to methods, 
machines and men may point the way to 
the most expeditious solution of the 
pressing manpower shortage problem. 
This special attention, however, should 
not be interpreted as de-emphasizing the 
importance of the other steps or ele- 
ments. 

The first part of simplification is elim!- 
nation of all unnecessary operations and 
duplication of effort. The second part 
is to substitute, wherever practical, the 
work of the machine for human effort, 
both mental and physical. The third part 
is to make the performance of what- 
ever human effort remains as efficient 
and effective as possible. The chief ad- 





NOW — SHOW THE 


FOR GREATER 
PROFITS! 
Write for descriptive liter- 
ature and profit details. 


MISSION SALES - 
COMPANY 
4180 Emerald Street 
Oakland 9, Calif. 


Coils the 


Cord 


TELEPHONE TRIO— 


Telephone 
Shoulder Cradle 





FEDERAL 


OS 


FEDERAL 


- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/4e FEDERAL CASH REGISTER CO. 


DEPT. 18’ P.O: BOX 2265 KANSAS CITY, MO. 
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Se) NO NO 
BREAKING! TEARING! SLIPPING! 


FULL PROTECTION 
for your papers with... 


Schlegel PULL 


FASTENERS 


NO BREAKING! Strong, durable Schlegel 
PULL FASTENERS will not break, or 
rot. Hold papers firmly while you carry 
them, or for a lifetime in your files. 


NO TEARING! Valuable rolled drawings, 
flat documents, and checks are pro- 
tected against cutting or tearing. Flat 
adjustable tape spreads tension. 


NO SLIPPING! Fully adjustable to the size 
of packet. Tightens snugly. Holds firmly. 


WRITE! Descriptive folder with prices 
and sizes will be mailed promptly. 


MANUFACTURING 


Schlegel comrany 


391 N. Goodman St., Rochester 7, N. Y. 
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vantages of this procedure are: a re- 
duction in the overall number of people 
required; and an appreciable reduction 
in the level of skills needed to be per- 
formed by the majority of the remaining 
personnel. Such action permits the re- 
lease of more highly skilled and more in- 
telligent employees to more important 
and difficult duties that can not as yet 
be mechanized. 

Well meaning folks may protest tiat 
this approach will “throw people out of 
work,” “reduce the office worker to the 
status of an adjunct of a machine,” 
“turn the day of the average office em- 
ployee into a nightmare or apparently 
pointless, routine button-pushing, a 
robot existence for human beings.” Prac- 
tically, it is merely tailoring the job to 
be done to the quantity and quality of 
people available to handle a constantly 
increasing volume of necessary work. 
It increases individual productivity. It 
permits full utilization of the greater 
capacities of the more highly qualified. 
It assigns the drudgery of repetitive, 
routine tasks to an unfeeling machine. 
Finally, it gets done the essential work 
that is not being done or may not be 
done because of personnel shortages. 

These very desirable results will not, 
however, be achieved unless accompanied 
by sound personnel administration. All 
too frequently the manager who becomes 
mechanization minded tends to “mech- 
anize” his relationships with his subordi- 
nates. Human beings become, in his 
mind, adjuncts to the machines rather 
than the reverse. Unlike machines, em- 
ployees must be motivated to produce 
through their minds and hearts and not 
through an electric motor that starts at 
the whim or choice of the operator. 

The immediate boss is the greatest 
single influence in worker motivation. 
It is essential that every company estab- 
lish sound personnel policies and pro- 
cedures, initiate and maintain indoe- 
trination of the entire supervisory force 
in good personnel practice, and encour- 
age such practices by continuous precept 
and example. 
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Model 200 


HEAVY DUTY 

Desk model 

Addressing machine ake METAL PLATES that 
print thru a ribbon. Speediest, cleanest and 
most practical of all addressing machines. 48 


hour plate embossing service by mail. 
PRICE $110.00 plus $6.60 Fed. Tax. 


Manufactured by 
NETTLE OFFICE EQUIPMENT CO. 
27 Huntington Ave. Boston 16, Mass. 


Dealers in principal cities 
Send for circular D and 10 day free trial offer 





AUTOCOPY 
4g Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in- 
jurious to machines. Practic- 
ally odorless. Available in 
| gal. cans or 54 gal. drums. 
Dealers write for complete 
catalog! 


SPECIAL DISCOUNT NOTICE 


Due to our newly installed 5,000 gallon 
tanks and modern up-to-date equipment 
in the manufacture of duplicator fluid 
for all types of duplicator machines, we 
offer the Stationers and Dealers special 
discounts on the one (1) Gallon Cans 
and 54 Gallon Drums of AUTOCOPY 
Duplicator Fluid. 


Our lithograph cans or your own can 
—you supply the labels. Write now for 
our special discount sheet. 


‘AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ill. 
18 West 18 Street, New York 11, N. Y. 
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TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 


volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 


* 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by bagi: for Less 


REGAL TYPEWRITER COMPANY, ING 


200 HUDSON ST., NEW YORK 13, N 


The PARALINER is a new device for rul- 
ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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% ADJUSTO-SWING fits most desks, 
metal. Easily attached. 

% Adjustable to proper height. 

% Converts flat top to Steno desks. 


% Insures your machines against tipping over. 


Adjusto-Swing Office Machine Stands Co. 
509 Shelby St. 


Detroit 26, Mich. 





Cut Your Plate Costs! 


For Davidsons, Multiliths 
Make Your Own—10 Min.—Top Quality! 
with the 


AUTOMATIC 
TIMER 

MODEL! 

Save Time! Cut 
Costs! Better Plates! 
Try 10 Days FREE! 


No darkroom! 
Easy, foolproof 

5-minute 
development! =i 
ANYbody can make top quality plates 
with our new Automatic SPEE-DEE 
Platemaker, using pre-sensitized plates, 


for less than 60c each! Try 10 days 
FREE. Write today! 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 




















32-Page 
8x10-in. 
Book 
with 
369 
Diff. 
Art 
Panels 
and 
494 
Useful 
Spots” 


$5.00 
REPRO ART PANELS 


Biggest, best collection of its kind. Coupon, 
label, guarantee borders; artistic panels, all types, 
postage stamp size up to 7x? in.; hundreds of sym- 
bolic spots, designs, ornaments, price displays. See 
sample page above, reduced. Sharp, clean images. 
$5.00 complete, postpaid. 


A. A. ARCHBOLD, Publisher 
1209-E S. Lake St. Los } Papen 6, Calif. 


mam ouacantss ann, ¢ 


| Zee} deo |* 


























Wilhelin Preusicke 
& Co. ra Kh @. 


BERLIN SW68 US-SEKTOR 
FRIEDRICHSTRASSE 210 
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How Office Executives Are Meeting 
The Shortage of Clerical Help 


(Continued from page 90) 
errors in the description of the item, and 
thus reduces and simplifies succeeding cleri- y 

cal operations. 


No Shortage of Office Help 


C. S. MITCHELL, Auditor, Public 
Utility District No. 1, Pasco, Wash. 





ADDING LISTING MACHINE 


Perhaps the Tri-City area is unusual in 
its position regarding this critical shortage 
of all classes of clerical workers. While 
there does not seem to be an excess of 
clerical workers we have nearly always 
been able to obtain satisfactory help within 
a reasonable length of time. There seem to 
be a great number of wives who work in 
this area which may relieve the situation 
somewhat. The shortage of clerical workers 
in this area has not been great enough to 
cause us concern. In our own office we 
endeavor to have on hand any machines 
necessary to produce the work most ef- 
ficiently. 











VUMERIA 


FULL KEYBOARD CALCULATOR 


aporr to FABBRICA ADDIZIONATRICE ITALIANA s 4 
“No, there was no robbery. My staff VIALE UMBRIA 36 MILANO VTALT 
always leaves the office like this.” 
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o NWEWS 
f the Industry 





Smith-Corona 50th Anniversary 


This month L. C. Smith & Corona Type- 
writers, Inc., celebrates the 50th anni- 
versary of its founding. Incorporated in 
1903 as L. C. Smith & Bros. Typewriter 
Co., the company first made typewriters 
in only two models. The first Model No. 
1 typewriter was sold to the New York 
Herald in 1905 and was used 24 hours a 
day for eight years. In 1933 this machine 
turned up in Minneapolis, still going 
strong. At the National Business Show 
in New York in 1934, Norman Saksvig, 
champion typist, wrote a speed sentence 
on this same machine at the rate of 180 
words per minute—an impressive record 
for Model No. 1, Serial No. 1 of any 
product. A merger in 1926 with Corona 
Typewriter Co., which pioneered the port 
able typewriter, formed the present com 
pany. Smith-Corona is today one of the 
major American companies manufactur- 
ing office and portable typewriters, and 
in addition manufactures and sells add- 
ing machines, cash registering machines, 
hectograph duplicators and a wide range 
of inked ribbons, carbon papers and other 
business machine supplies. In addition to 
its general offices and factory in Syra- 
cuse, N. Y., the company has plants in 
Groton and Cortland, N. Y., and in Toron- 
to. Sales offices are maintained in 73 
cities throughout the U. 8. 


F&T to Sell Systems 


Comptometer Division of Felt & Tar- 
rant Mfg. Co., Chicago, has been ap- 
pointed exclusive salés distributors in 
the U. S. for the Methods and Systems 
Division of Printing Service Inc., De- 
troit. The announcement was made by 
A. N. Koch, Comptometer vice president 
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in charge of sales, who said that the 
Comptometer sales representatives in all 
principal cities will concentrate on sales 
of Printing standard writing 
board systems, in addition to the Comp 
tometer line. This is a change in Comp 
tometer sales policies, Mr. Koch pointed 
out, and is expected to result in increased 
sales of Comptometers and writing board 
systems. Printing Service Inc., of which 
Martin J. Struhar is president, has been 
in business 14 years, specializing in busi- 
ness methods and systems from prelimi- 
nary office survey to production of 
printed forms and the supplying of time 
saving devices, 


Service 


Underwood Supplies Manager 

kK. T. Waters who has been appointed 
general manager of the Underwood Corp., 
Supply Division with headquarters in 
Burlington, N. J., will supervise all the 


* 
George A. Donaldson 


E. T. Waters 


divisional activities including manufac- 
turing, engineering and development and 
sales of the company’s carbon papers and 
ribbons and other office machine supplies. 
Mr. Waters, who joined Underwood in 
1930 as sales manager of the Waters & 
Waters Branch selling the Old Dutch line 
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OFFICE 
MACHINE 
STANDS 
SS from 


$3450 





GENERAL SPECIFICATIONS: 


Frame 24%2" wide, 1734” deep, sim- 
ple elevating device. 3’’ diameter 
casters. 1” steel tubing. When in 
rolling position, distance between 
casters 25%" depth x 19%’ width. 
Top 18x18’. Drop leaf attachable 
either side 16x18”. 





Adjustable Ball Foot as- 
sures stability on uneven 


Shown with the IBM (20 carriage) hoor 


ELECTRIC TYPEWRITER 












7 GENERAL FEATURES: 


Tusco stands can’t capsize. They will Constructed to carry weights far in 
Te) Ml ol geht Ole) MI -Lohmelol-tMelam TL ial-1 excess of typical machines. Life time 
side. Exceptional operator comfort. service guarantee 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 








REEVES 


makes the 
fabrics that 
make quality 


gam 


IMPORTED — 
DOMESTIC 


You can be sure that Reeves tapes, cut and 

edged by skilled craftsmen, absorb more ink, make a 
clearer impression and last longer. For quality 
ribbon fabrics—specify Reeves. 


Sole Export Agents: 
Pagel, Horton & Co., Inc. 
347 Madison Avenue 
New York 17, New York 


Cutting Factory 

and Warehouse: 

320 West 68th Street 
New York 23, New York 


REEVES BROTHERS INC. 
W. Harris Thurston Division, 54 Worth St., New York 13, N.Y. 
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of supplies, became sales manager of the 
company’s supply division in 1948 and 
continued in this position until his pres- 
ent assignment. 

George A. Donaldson has been named 
sales manager of the Supply Division of 
Underwood Corporation according to an 
announcement by L. C. Stowell, Under- 
wood’s president. Mr. Donaldson be- 
came associated with Underwood supply 
activities in 1918, He was a salesman 
and supervisor from 1937 to 1948 when 
he was appointed district supply manager 
of the company’s western district with 
headquarters at Chicago. 


Graff Co. Officers 


George B. Graff Co., Cambridge, Mass., 
announced the retirement of Harold D. 
Leach, president, on Dee. 31. In further- 
ance of a long range plan, ‘‘ Hal’’ is leav- 
ing the office supply industry after 42 
years of continuous activity and plans to 
live in Vermont. He is succeeded by 
Roger B. Thurber, vice president since 
1945, who will serve as president and 
treasurer. John R. Sanders has been 
elected assistant treasurer. 


Weber Sales Manager 
. a The 
of Leslie 
tiansen 
manager of the Ad- 
dressing Machine 


appointment 
J. Chris- 
as sales 


Division of Weber 
Addressing Ma- 
chine Co., Mount 
Prospect, Ill., was 
announced by Jo- 
seph Weber, owner. 
Mr. Christiansen 
will manage the sales activities of the 
firm’s spirit type direct mail addressing 
machine. His appointment also marks 
the start of an extensive sales pro- 
gram for the firm’s newest addressing 
machine Model A-3 with automatic name 
advancer. Mr. Christiansen had been 
sales manager of Rex-O-Graph, Inc. C. E. 
Ritter, formerly in charge of sales of 


Leslie J. Christiansen 
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all Weber products, remains as general 
manager of the firm and, in addition, will 
direct the activities of the new 
Label and Marking Systems Division. 


sales 


SoundScriber Appointments 


Walter J. Niles, 
president, Sound- 
Seriber Corp., an- 
nounced the = ap- 
pointment of Frank 
G. Macllroy' as 
western division 
manager, 
ing the company’s 
distribution and 
sales in 11 western 
states, with offices 
in San Francisco. Mr. Macllroy began in 
the office equipment business as a sales- 
man for filing systems in Boston in 1924, 
Since that time, he has been branch man- 
ager, district manager and Pacifie coast 
manager for leading manufacturers of 
office equipment. He has a long list of 
important affiliations with professional 
and civie organizations and has held na 
tional posts with National Office Manage- 
ment Assn. 

William F, Drake was appointed vice 
president of SoundScriber of Washing- 
ton, Inc., the company’s subsidiary in 
the District of Columbia. He is in charge 
of the company’s government and com- 
mercial sales offices at 2309-11 Calvert 
St. N.W. 


supervis- 


Frank G. Macllroy 


NOFA 1953 Convention-Exhibit 


The program for the 7th Annual Con 
vention and Exhibit of National Office 
Furniture Assn. in Cleveland, April 26- 
29, is rapidly taking shape according to 
Gilbert Sternberg, general chairman. The 
convention committee sent a question- 
naire to all exhibitors asking them to list 
their suggestions. Headquarters will be 
the Hotel Statler and four other leading 
hotels will be available for the delegates. 
The exhibition will be held in Cleveland’s 
Public Auditorium where 170 booths will 
house the latest in styling of the office 
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WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by imperial 


ASK YOUR DEALER 
Emperial 


DESK CO. 
Evansville, Indiana 








SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Mail Bags For Your 
Select Clientele 
weil FOR CIRCULAR: 
CAN-PRO Ay. 


32 8 McWHLLIAMS ST 
OND OY LAC 





FREE PROOFS 
FREE DIE 


JUST MAIL US YOUR 





PJewberry Engraving Co. 
801 SO. 201H STREET - BIRMINGHAM 5, ALABAMA 


m ¢ Larges! tCngrave t e Stationery 








ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Off. 
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furniture and equipment industry. To 
date more than 150 booths have been re- 
served with tentative reservations on 
many of those remaining. 


For Audograph in Albany 


John J. Phillips was named manager 
of the Albany, N.Y., branch office of 
Audograph Co. of New York, at 170 
Washington Ave. Announcement of the 
appointment was made by James K. 
Byrd, general sales manager, Audograph 
Co. of New York, distributors of Gray 
Audograph electronic Soundwriting diec- 
tation and transeribing equipment. 


Burroughs Dealer Manager 


Robert J. Sanders has been named man- 
ager of the newly created Dealers Sales 
Department of the Sales Division, Bur- 
roughs Adding Machine Co., Willis F. 
Morgan, general manager, an- 
nounced, ‘‘Mr. Sanders will manage the 
program which, for the first time in the 
company’s history, makes Burroughs add- 
ing and cash registering machines directly 
available to the public through over the 
counter sales by retail dealers,’’ Mr. 
Morgan said. ‘‘Dealer response to the 
program has been excellent. Within the 
first week after announcing the plan, we 
have received dealer inquiries from 46 
states and many parts of Canada,’’ he 
said. A total of 15 hand and electrically 
operated Burroughs machines will go on 
sale at the retail level. In the past all 
machines through Bur- 
roughs branches. 


sales 


were sold only 


Ditto Supplies Manager 

H. M. Scott has been appointed man- 
ager of the supply division of Ditto, Inc., 
manufacturer of liquid and gelatin proc- 
ess duplicating machines and supplies. 


| In this newly created position he will 


head up chemical development and sup- 


| ply production for the entire organiza- 
| tion. 
| tions of the sales and manufacturing di- 
| visions and effect compact and uniform 
| manufacturing 


This will further coordinate opera- 


methods so that Ditto 
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@ 44 Non-giore keys. 


@ Line adjusting lever. 
for 3 different spacings: 
single, 12 and double line. 


Automatic ribbon reverse. 

Clear type with high impact strike. 
Silent carriage return. 

ee Sers hardened to full length will 
hold alignment indefinitely 


Made in Western Germany 


The new Olympia Personal Typewriter offers a maximum 
of outstanding features. Its light touch assures fast typing 
with minimum effort. Clear, sharp type faces guarantee 
perfect, easy to read letters and permit from 6 to |2 clear 
carbon copies. Many handy typing controls for increased 
output. 


Write for illustrated literature today! 


INTER-CONTINENTAL TRADING CORP. 90 west st. N.Y. 6, N.Y. 
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MASO'S 


NEW 


De Luxe 
“Econome” 
STAND 


Has Handy Letter Size Drawer! 


This newest addition to Maso’s line of 
typewriter tables and stands is of ail 
steel construction throughout. Choice of 
3 beautiful hammerloid finishes: gray, 
green, brown. Size 14'/2” x 35”-27” high. 
Handy letter size drawer measures 10” 
wide, 12” deep and 14” high, inside. 
Plenty of room for the typist’s needs. 


Write For Details, Prices. 


MASO STEEL PRODUCTS 
Dept. O, 81 W. Van Buren, Chicago 5, Ill. 


No. 695D 
All Steel 
with Drawer 








“Saue /ime wtth 


| Rete- Line’ 


THE MODERN COPYHOLDER 
RITE-LINE CORP. 1025: 15m Sweet N. w. 


RITE-LINE copruoipver 
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ADDING 
MACHINE 


se, $4.Q%5 


The RELIABLE Addometer 
adds, subtracts, multiplies — does 
BIG work at LOW COST! 


Here’s a bantam-weight, portable adding 
machine that handles figure work as 
speedily and efficiently as many big, ex- 
pensive machines. Ideal for business record 
keeping, inventory work, payroll figuring, 
billing, checking receipts, etc. 

OUTSTANDING ADVANTAGES 
Adds, subtracts, multiplies by direct action 
» Easy, speedy operation; instant diai 
clearance e 8-column capacity; totals al- 
ways visible e Guaranteed satisfaction or 
money back. 

See your office appliance dealer, 

stationer, or write— 


Reliable Typewriter & Adding Machine Co. 
301 W. Monroe Street e Chicago 6, Ilinois 














STENCIL BOOK FILE 


Si oe | 


The Smart Way to 

FILE STENCILS 
Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 
Capacity 50 stencils 
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Safe's built-in elevator raises the Dec- Rex Werner with one of the four miniature scenes 
laration of Independence, Constitution from American folklore which he created for 
and Bill of Rights to public display case reproduction in full colors on the 1953 calendar 
at National Archives, Washington. At of Gilbert Paper Co. The scene above is "Casey 
night, documents are lowered into 50- at the Bat.” 

ton safe built by Mosler Safe Co. 


Invincible Metal 
Furniture Co. has 
completed this 55 x 
105 ft. plant addi- 
tion at Manitowoc, 
Wis. The 3-story day- 
light building is the 
first unit of a com- 
prehensive = expan- 
sion program to ex- 
pedite production 
and shipping. 


Through arrangements by Jchn Rich, president, Improved Paper Machinery Corp., and Charles 
G. Paine, vice president and general inanager, Eastern Corp., this group of executives and 
engineering staff recently studied Eastern's Brewer Mill. 
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PURCHASING 
HEADACHES? 


In these critical times, you want quick an- 


swers on: 
HOW to anticipate material requirements. 


WHEN to order, to assure maintenance of 


production efficiency. 


WHERE to get quality materials at best 


market prices. 


These and many other vital factors are in- 
stantly available if controlled with E-Z Sort 
Systems. Small or large problems handled 


with equal efficiency. 


Get the facts on how the purchasing agents 
of one of the nation’s largest organizations 
have simplified and streamlined their jobs 
with a tremendous saving in operating costs. 


Details on request. Write— 





re | 


| 


eeitonetatatedsatetestataveteetateray 


oh: JL: shel? * near) 


E-Z SORT | 


SYSTEMS, LTD. 
45 Second Street 
Dept. 13 
San Francisco 5, California 


¥- 


e 
le 


nese 
WBRBE 


felz ifds 


3 


Le: 
0% 





af ae 





| sible. Mr. 





| and warehouse 





Se TE SAE FEET H Pp SE PSR SE 


A few valuable territories open 
to qualified Systems Engineeers. 








users everywhere may be served in the 
best manner with the best products pos- 
Scott started with the com- 
pany as a salesman in its Toronto branch 


| office and prior to this appointment served 


for two years as assistant general man- 
ager of Ditto of Canada, Ltd. 


| Tabulating Sales Manager 


Appointment of Harold R. Hungerford 
as administrative sales manager in charge 
of accounting and tabulating equipment 
was announced by Remington Rand Ine. 
He succeeds Henry W. Millang who has 
been transferred to Newark, N. 
branch manager in that area. Prior to 
his present assignment, Mr. Hungerford 
was branch manager at Philadelphia, St. 
Louis, San Portland, Ore. 
He also organized the first training school 
program for the company for tabulating 
machine salesman at New York in 1934 
and has been with Remington Rand for 
25 Years. 


J., as 


Franeiseo and 


Cash Register Firm Expands 
International Cash Register & Parts 
Co. have moved just outside Chieago to 
their new building at 207 FE. Evergreen 
St., Mt. Prospect, Ill. The new 2-story 
premises has the larger office, production 
facilities needed to handle 


C. K. Woodbridge, president, 

Corp., presents a Dictaphone Time-Master to 

sightless Josephine Atanasio who, after ten 

yeers secretarial employment with Dictaphone, 
left to enter a convent. 


Dictaphone 


THe Orrice—January, 1953 





the firm’s growing business and permits | 
vonsolidation of all operations at one loca- | 
tion for faster service to customers. Va- | 
cant adjoining property has also been | 


acquired for future expansion. 


Ozalid Sales Conference 


sales con- 


N. Y., 


Ozalid’s first coast-to-coast 
ference was held at Johnson City, 


Chicago and Los Angeles under direction 


of Lewis P. Naylor, general sales man- 
ager. Consecutive three-day meetings in 
each city brought together Ozalid’s en- 
tire sales staff to participate in discus- 
sions with Mr. Naylor, Hugh Silbaugh, 
sales promotion manager, and Louis A, 
Swain, assistant to the general sales 
manager. All regional and branch sales 
managers and salesmen attended. Ban- 
quets featured talks by James Forrestal, 
vice president, General Aniline & Film 


Corp. and general manager of the Ozalid 


Fast-access, electronic-magnetic memory con- 

structed for the Army's Ballistics Research 

Laboratory at Aberdeen Proving Grounds by 

Burroughs Adding Machine Co. It will store 

and release 50,000 numbers a second to speed 
work of the ENIAC computer. 
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“K-LINE" Self-Locking Posts 


POLISHED ALUMINUM 
FFICIENT 


R 
PERMANENTLY 
BINDING RECORDS 
IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL- 
ABLE FOR //,"', 
5/16" & ¥%'' HOLES 
EXPANSION UP TO 
7'/, INCHES 


Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, N. Y. 


ADDRESSING MACHINES 


STENCILS - Parts - Supplies 
AMERICAN ADDRESSING MACHINE CORP. 


510-518 SIXTH AVE. NEW YORK 11,N.Y 


Select Rough 


@ BooKKEeEEPinc 
@ CALCULATING 
a ACCOUNTING” 


tented” Tepeiréd or re- 

_ conditioned. Write for 
current prices. 

321 BROADWAY «© NEWYORK? WY 

WO 4-1240° cable: Hodgmach 


ADDING MACHO 
SERVICE & SALES 
CORP. Since 1927 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST... MT. PROSPECT, ILL 








Compact and out of the 


Don't dial with uncomfortable stretch. 


Don't STRETCH to use your phone! 
Let [T STRETCH to you! 


Reduce Fatigue—Increase Efficiency. 
Install the New “Desk-clear, Space-saving 
Glidex Extenda Phone” 
Once used, you will never be without it. 
Pays for itself alone in time saved. 
Closes to Only 9”; Extends to more than 30”. 
Attach anywhere, office or home. 
This is the only extension made to hold 
present model phones. 
Model 200 for present phones (5!/" x 
ya ae 
Model 300 Inter-phone (5!/2" x 
ee ...$21.00 


LIBERAL DISCOUNTS TO DEALERS 


Extenda phones available also for French and 
Upright phones. 


Specify whether wall or desk mount és 
wanted. Dealers Invited 


he) > Ga he) tte) 7 -Wale),| 


4536 W. Roosevelt Rd., Chicago 24, Ill, 





Division, and John Hilldring, vice presi- 
dent in charge of foreign operations, Gen- 
eral Aniline & Film Corp. 


Safeguard’s 40th Year 

This year, Safeguard Corp. celebrates 
its 40th anniversary. The firm started 
with four employees in 1913 and has 
grown steadily. In addition to Instant 
Safeguard Checkwriters, they manufac- 
ture products for offices and homes like 
room humidifiers, window ventilators, 
typewriter cleaners and sound absorbing 
cushions. 


NCR Looks to Future 


Taking a long look into the future, 
National Cash Register Co., is building 
an experimental model of a device to 
simplify keeping unit, price line and 
classification inventory control in retail 
stores, according to Stanley C. Allyn, 
president. The device is strictly an ex- 
periment and its practical use may be 
years away. Mr. Allyn said the equip- 
ment, ‘‘May prove to be the bridge be- 
tween present equipment and future ap- 
plication of electronic principles in the 
business machine field, upon which this 
company has been working for many 
years.’’ 


Milwaukee Representative 


Ellis Ryan has been appointed by Mil 
waukee Chair Co. as representative in 
Fla., Ga., N. C. and 8S. C., in addition to 
her present territory which includes Tenn. 
Ark., Okla., La., Texas, Miss., and Ala. 


Victor Defense Contract 

Victor Adding Machine Co. is deliver- 
ing on a 16-million-dollar prime contract 
for the manufacture of a control gunfire 
unit to be used on U. 8S. Navy combat 
vessels. The work is classified restricted, 
and George H. Turner, vice president as- 
signed to the defense contract work, 
stated the unit ‘‘is a complex and highly 
technical instrument involving  elee- 
tronics, mechanical and electrical equip- 
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Designed For Reliable 
Business Machine Service 


When you buy a business machine powered with a Lamb Electric 
Motor you know that the motor was designed for that particular ap- 
plication. Because of this special engineering, 4 Lamb Electric 
Motor offers the high degree of dependability so necessary for 


reliable business machine operation. 


The Lamb Electric Company ° Kent, Ohio 


In Canada: Lamb Electric—Division of 
Sangamo Company Ltd.—Leaside, Ontario 


” wh Eleclric 


sracnonar norserower MOTORS 














The answer to i i 

: your protection a 

pag and alterations is ert scart 

: . hens system of Model H or K 
ters. e maceration of nam d 

amount line prevents check alt i * Fo 

your free folder “Be Wise” es Ean 

Corp., Lansdale, Penna. a 








Safeguard Corp. 


LANSDALE, PA. 
CELEBRATING OUR 40TH ANNIVERSARY 
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“MANUFACTURERS 
“EXPORTERS 


Don’t Overlook This Growing Market 
For Office Supply and Equipment Sales 


MONEY TALKS! Look at these statistics for 
only one month's exports. Then give serious 
thought to your own overseas trade. 


United States manufacturers during last August 
(latest figures available) exported: 


$25,004 of pencils to Cuba 

$84,616 of typewriters to Peru 

$13,881 of metal filing cabinets to Dominican Re- 
public 

$11,873 of carbon paper to Colombia 

$25,684 of adding machines to Chile 

$38,752 of other miscellaneous office supplies to 
Venezuela 


Taese figures are random samples. Annually the 
entire Latin American continent will absorb a 
very impressive volume of your products. There 
are 19 countries in Latin America where all the 
office equipment and stationery importers, dis- 
tributors, dealers and larger users receive La 
OFICINA. They keep it, refer to it as a guide 
and reference all year long. 


The need for all office products in Latin America is increasing steadily as business 
and industry develop. Tell these prospects and customers about your products in the 
1953 La OFICINA. Its advertising rates are low—its coverage is complete. Your 
advertising in La OFICINA is basic to establishing and building a profitable Latin 
American trade. 


Send now for more detailed information on circulation, advertising rates and a copy 
of the last issue. 
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ment including radar and gyroscopes.’’ 
Work began many months ago and thou- 
sands of manhours went into the initial 
stages in a around-the-clock schedule as 
Victor met the deadline for delivery. 


Mosler Dealer Manager 


Promotion of Joseph M. Ashley to 
manager of the Mosler Safe Co. nation- 
wide dealer division was announced by 
kdwin H. Mosler Jr. Mr. Ashley joined 
Mosler in 1943 and has been assistant 
manager of the dealer division since 
1950. In his new capacity he will con- 
tinue to supervise the firm’s regional 
and factory sales training program for 
Mosler dealers. He sueceeds the late 
George T. Breen who died in 1950 after 
serving as manager of the dealer division 
for almost two decades, 


Royal’s Southern Division 


J. D. Farr, office machine sales man- 
ager, Royal Typewriter Co., announced 
three managerial appointments in the 
company’s southern sales division. Alvin 
Wingfield Jr., formerly district manager 
at Raleigh, has been named to head 
Royal’s operations at Charlotte. To suc- 
ceed Mr. Wingfield at Raleigh, the com- 
pany has ealled upon H. N. Swift, for- 
merly district manager at Montgomery. 
The vacaney in Montgomery is being 
filled by 8S. N. Ethridge, formerly type- 
writer salesman at Atlanta, 


NOMDA Invites All the Family 


be 


‘‘Bring the Family’’ is the invitation 
of the Penn-Jersey-Del Office Machine 
Dealers Assn., hosts to NOMDA’s 1953 
convention at Atlantic City. Special plans 
for entertaining voung folks are being 
worked out under the direction of Ger- 
trude V. Headley, chairman of a Teen 
Agers Committee. ‘Atlantic City is an 
ideal vacation spot for the whole family 
and we want as many members to bring 
their wives and children as possibly can,’’ 
declared Harold Steinke, general chair- 
man. ‘*There is an unlimited number of 
attractions for the young fry—especially 
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{ Modern Ma (a 
308 E8th St, Cincinnati 2 





STOCK 
SIZES 


OF Bn nagy MATS 
V4" Temp. Masonite 


No. 1—36 x 48 

No. 4—48 x 48 Wide Lip 

Excellent for Steel or Island Base Desks. 
Minimum quantity at this price—10 


Fob. CHAIRMASTER 
72 Park Place, Passaic, N. J. 


STEEL PERSONAL FILE 


File No. 442 is made of 
heavy steel to last for 
years. Equipped with 
key and strong lock that 
stays closed. Gray ham- 
merloid finish. Inside are 
letter-size folders, alpha- 
betical, monthly and 
blank. Individually 
boxed, 6 to carton. 

Get at dealers or write 
for prices and discounts. 


AMBERG FILE & INDEX CO. 
1601 Duane Bivd., Kankakee, Ill. 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
TTT ineammeeeeret 1111 | 
|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Ma 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 








TO MEET THE 
MOST EXACTING 
REQUIREMENTS 


IMPORTED 


DOMESTIC B® 
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OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 
——— 
urability 


Adjustable to the 
natural position of 
any pair of hands. 
KARLO STANDS 
are designed to 
give better service 
than any other of- 
fice machine stand 
on the merket. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 





























PAYCHECK ‘‘Outlook’’ ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck ‘‘Outlook'’ Envelopes are absolutely 
opaque; essential when wages are paid by check. 
Nothing shows but the employee's name. This im- 

roves personne! relations. 

end us check you now use and we will submit 
sample Paycheck ‘Outiook'’ Envelope and orices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
W Wash ] a a 19 7 s 


ADDRESSING MACHINES. 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE ... 
- BUY and SELL Plates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats, Our 
large stencil embossing dept, 
gives fast, accurate service, 


REBUILT ELLIOTTS 
ALL MODELS 
HAND & ELECTRIC 

WE MANUFACTURE .. 

BUY and SELL Fibre sten- 
cils, tong & short trays, 

cabinets, liquid & paste ink. 

Also Smith Stencil type- 

writers. 

WRITE FOR INFORMATION, PRICES & CIRCULAR 


Dept. 24-0, 40 W. 15th St., N. Y. 11, N. Y. 


MAILERS' EQUIPMENT CO. 
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Ambassador Hotel 
a hobby to see that children 
are well entertained during convention 


surf bathing. The 
niakes it 


time and conduct a daily afternoon event 
on the sand in front of the hotel.’’ 


Bert M. Morris 


Sert M. Morris, 72, well known manu 
industry, 
passed away Dee. 11. Mr. Morris started 
at 18 with the J. C. Packard Stationery 
Stores in San Diego. In 1910 he entered 


facturer in the stationery 


business for himself as manufacturers 
representative for many prominent lines. 
In 1928 he established his manufacturing 
known 
products is the line of Morriset desk sets. 
He is survived by his wife, Alice M. 
Morris; his son, Bud M. Morris; and 
two daughters, Mrs. Gloria 


business and one of his” best 


Anderson 
and Virginia Morris. 


William Kearney 

The recent death of William Kearney, 
long active in export affairs in the busi- 
ness machine industry, has been reported. 
Suecessful in export work in numerous 
other industries, he made himself partic- 
ularly known as export director of the 
former Remington Cash Register Co. 


George A. Grosch 


Groseh, 60, who was with 
Amberg File & Index Co. for 37 years, 
died Oct. 29. He had been a manufactur- 
ers’ representative for Amberg and Co- 
lumbia Steel Equipment Co., living in 
Philadelphia for the past five years. 


George A. 


Robert Bastow 


Robert Bastow, 83, long associated with 
the typewriter industry, died Dec. 6. He 
had served with Remington Typewriter 
Co. and Corona Typewriter Co. and be- 
came assistant foreign sales manager of 
L. C. Smith & Corona Typewriters, Inc., 
when that company was formed. He head- 
ed L. C. Smith & Corona Typewriters of 
Canada Ltd. but was stationed in Syra- 
cuse when he retired in 1939. 
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TYPEWRITER e@ TABULATING 
ADDRESSOGRAPH e TIME STAMP 
BOOKKEEPING MACH. @ ADDING MACH. 
CARBON PAPERS 


TYPEWRITER e@ BILLING 
FAN-FOLD @ PENCIL 
CARBON JACKETS e@ REGISTER ROLLS 
HECTOGRAPH SUPPLIES 


CARBONS e@ MASTER UNITS 
RIBBONS @ DUPLICATING FLUID 
HAND-CLEAN CREAM @ CORRECTION PENCILS 


ON a You 


INCREASED VALUE 


—Codo- | mt. corP. 


Factory: Coreopolis, Pa, 


564 W. Monroe St. 
Chicago 6, tl. 


401 Wood St. 
Pittsburgh 22, Pa. 


270 Lafayette St. 
New York 12, N.Y. 





-ADVERTUSEIRS » 





Acco Products, Inc. 


Addo Machine Co. .. 

Adjusto-Swing Office Machine Stands Co. 
Allen Business Machines, Inc., R. C 
Allied Carbon & Ribbon Mfg. Corp. 
Alpa Plastic Arts Ltd. . 

Amberg File & Index Co. 

American Addressing Machine —. 
American Carbon Paper Mfg. 
American Dictating Machine Co. 
American Register Co. . 

American Stencil nal Co. 

Applaud Sales Co. 

Archbold, A. A. . 

Arnot & Co. 

Atlas Stencil Files Corp. 

Autocopy, Inc. ; 


Acme Adding Machine Service & Sales Corn, 


Bankers Box Co. 

Barrett Adding Machine Division 
Basten, Peter . ; 

Bates Mfg. Co. . 
Battye-Franklin ng a 

Bison Distributing 

Bomont, inc. . 

Boorum & Pease Co. 

Borroughs Mfg. Co. . 

Bruning Co., Charles 
Burroughs Adding Machine Co. 


C-Thru Ruler Co. 

Can-Pro Corp. 

Chairmaster ...... 

Chart-Pak Inc. . 

Clary omg Corp. 

Codo “¥ Corp. 

Colonial Carbon Co. . 
Columbia Chemical Co. . 
Columbia Ribbon & Carbon Mfg. Co. 
eee, Office Supply Co. 
Cotterman D. ba 
Coxhead ay Ralph C. 
Cramer Posture Chair Co. 


Davidson ore 

Dehn Jr., 

Dennison Mito” Co. 
Denominator Co. 

Dewberry wr ay tape ‘Co. 

Dick Co., A. B. 

Dictaphone Corp. 

Diebold, Inc. ean 
Ditto, Inc. . 

Dreusicke & Co., K. G., Wilhelm 
Dupli-Typer Co. .... 


Eastern voage 
Esleeck Mf 
Evans Spec ba 
ppcive diy co “Inc. 
E-Z Sort Systems, “ite, 
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Fabbrica Addizionatrice Italiana 
Faber-Castel| Pencil Co., A. 
Faber Pencil Co., Eberhard 
Facit, Inc. 

Federal Cash Register Co. 

Force & Co., Wm. A. 

Frankel Mfg. Co. 

Friden Calculating Machine Co. 


Gavrin Press, Inc., Arthur J. 
General Binding Corp. 
General Photo Products Co. 
Gibian, Richard . 
Gilmanton Salesbook Co. 
Glidex Corp. 

Graff Co., George B. 
Gray- -Audograph 


Haida Engineering Co. 
Haloid Co. 

Hammermill Paper Co. 
Hano Co., Philip . 
Hardin Co., Milo 
Harris- Seybold Co. 
Howard Co., Robert 
Hoye Textile Corp. . 
Hush-A-Phone Corp. 
Hygienic Dental Mfg. Co. 


Imperial Desk Co. : 

Indiana Cash Drawer Co 

Industrial Shredder & Cutter Co. 

Ink Specialties Co. . 

Inter-Continental Trading Corp. 
International Cash Register & Parts Co. 
International Office Appliances, Inc. 
Invincible Metal Furniture Co. 


Jardin Associates, Inc. 


Karl Mfg. Co. 

Kee Lox Mfg. Co. 

own 3 Switchboard & Supply Co 
Kline 

Kraft Ltda. 7 x. Guillermo 


Lamb Electric Co. . 

Lanston Monotype Machine Co. 
LeFebure Corp. 

Litho Engineering & Research 


Magnets Recording Industries 
ers Equipment Co. 
Manifold Supplies Co. 
Marchant Calculators, Inc. 
Maso Steel Products . 

McBee Co. . 

McGregor & Werner, Inc. 
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Mercury Business Machines Co. .... ; Standard Copyholder Sales & Dist. Co. 
Milwaukee Metal Furniture Co. . ‘ Standard Dupli nny | Machines Corp. 
Mim-e-o Stencil File Co. SOS : Standard Manifold Co bcs 
Minnesota Mining & Mfg. Co. , Staplex Co. “ 
Mission Sales Co. . ’ : Storms Co., H. M. 
M & M Industries Strohmeyer & Arpe Co. 
Modern Business Forms Mfg. Co ‘ Sturgis Posture Chair Co. 
Monroe ee Machine Co. 
Moore, Inc., P. ee 
Multistamp Co. Techayerens Ce. 
Thomas Mechanical Col!ator Corp. 


National Cash Register Co. ............. Tegreton, Divisign. W. Harris ... 


National Litho Forms Co. . eae ; 
National Vulcanized Fibre Co. .......... 5) yon _' Products Co. D 
Nekoosa-Edwards Paper Co. .... ; Tubular Specialty "Mia. Co. |. 
Nettle Office Equipment Co. . : Typewriter Sundries Co., Ltd. 
New England Paper Punch Co. 

Norta Distributing Co. 

Northwest Metal Products Co. 


Underwood Corp. . ; 
ie Cash Registers ; 
bon Mfg. Co. 


Office Management Assn. of t Chicago Ose ea . S. Typewriter Ri 

Office Products, Inc. : : 

te oy eel ons Co. piewaics » 

Id Town Corp. . eseeces ; Vanguar ngineerin M 

Olivetti Corp. of America ......... : Voretoor the name 6 . Se. 

Ormig . seeeees teens Victor Adding Machine Co. .. WA 

Outlook Envelope Co. ............. sees Victor Safe & Equipment Co. . 40 

Oxford Filing Supply Co. ..... tee teeenees Visirecord, Inc. ....... 5 ev crd nic SO 
Vogel-Peterson Co. .... oe ; 17 
Von Soosten & Co. . 

Paraliner Co. ute — “wa Vue-Fax Corp. 

Parsons Paper Co. 

Peerless Imperial Co. . vant ckautesees 

ES NS ons vin ed esp evoenencnnenses Wassell Organization } 

Phillips Process Co. a Peet : Watson Mfg. 

Pitney-Bowes, Inc. . are Wausau Paper Milis Co. 

Plus Computing Machines, Inc. . : a Worden C 

Plymouth Rubber Co. 4 

Precisa Calculating Machine Co. . 

Precise Carbon Forms : 

Printing Devices ... 

Print-O-Matic Co. 

Pronto File Corp. 


Queen Ribbon & Carbon Co. .. 


Rapid Roller Co. 

Reeves Brothers, Inc. ehe 59 5404 
Regal Typewriter a 

Reliable Typewriter & Adding Machine Co. 
Re.nington Rand Inc. . ; ; 
Rex-Rotary Distributing Corp. 
Rite-Line Corp. ......... 

Rittenhouse Paper Co. 

Roberts Numbering Machine Co. . 
Roberts Rubber Co., Weldon 

Rol-Dex Division 

Rose Ribbon & Carbon Mfg. Co. 
Rotone, Inc. . 

Royal Typewriter Co. 


Safeguard Corp. 
ow lg ye Pe START THE NEW YEAR RIGHT by keeping 
Scott-Rice Co. - your copies of THE OFFICE in attractive, 
Select-O-Phone Division ........ handy binders. Two binderg hold the en- 
aoe Se wm lakstend Co. . tire year’s issues with the complete index 
Smead Mig. ay keen RA in the last copy (June and December) in 
Smith & Corona Typewriters, ‘Inc., L. C. each binder. Send $3 for your set of two 
ai te --. 105 binders (not sold singly) to Office Publi- 


Hapoel a. oer ye cations Co., 270 Madison Ave., New York 16. 
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Office Personnel 
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ELDOM has there been such an 
unanimity of opinion by a group 
of experts in different lines of 
business as is expressed in this 
issue of THe Orrick on the subject 
of office personnel. In addition to 
holding positions of responsibility 
in their individual companies, the 
authors of these articles were also 
chosen by members of their pro- 
fessions to head associations of spe- 
cialists in their particular branch of 
business administration. It would 
be therefore wise to consider some of 
the points upon which they agree. 
Nothing which might relieve the 
shortage of clerical workers is fore- 
seen for the year ahead. It is ex- 
pected, rather, that the labor situa- 
tion will beeome tighter in some 
areas while it will spread to the few 
parts of the country where it has not 
vet been felt too strongly. Simply 
stated, there is going to be more 
clerical wérk to be done than there 
will be people who can do it. 
Machines are the office executive’s 
greatest cause for hope because the 
most expensive machine costs far 
the long run, than the 
salaries of people doing similar work 
manually. But machines require 


less, in 
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operators with some skill to use them 
effectively. The more complicated 
and versatile the machine; the more 
highly trained the operator must 
be. Consider the training which will 
be necessary for the perso:nel who 
will operate and maintain the office’s 
electronic brains of the future. As 
more than one executive points out 
in this the ‘‘completely”’ 
mechanized office of tomorrow will 
need more people, with more ad- 
vanced training. 

One reason why office staffs have 
grown in recent years, and why this 
growth will continue, is because only 
recently has business and industry 
begun to realize how important office 
work can be to the administration 
of any type of business. Farsighted 
businessmen no longer look at all 
paperwork as a ‘‘necessary nui- 
Instead, they continually 
seek more benefits from the clerical 
work being done and they plan ex- 
pansion of office the 
safest road to bigger business. In 
today’s business world there is little 
chanee for survival of the ‘‘ecommer- 
cial hobbiest’’, no matter how great 
his inventive genius, without the 
administrative guides which only 
office work can produce. Yes, our 
offices and our office staffs have 
grown and should continue to grow 
as long as modern business advances. 
The commercial enterprise which, 
either for lack of clerical personnel 
or for any other reason, cannot 
effectively expand its office and the 
service its office renders, is indeed in 
compete with 
firms practicing scientific offiee man- 
agement. 


ISSUE, 


sance 


services” as 


a poor position to 
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@ Why rewrite what's already written? Across the 
country, economy-minded firms are using a DITTO-dupli- 
cated copy of the invoice itself, in place of the traditional 
posted ledger sheet. This DITTO UNIT ACCOUNTS RECEIVABLE 
SYSTEM is 50 per cent faster than machine posting, is free 
of posting errors, and brings a welcome list of other 
benefits besides. 


SLASH PAYROLL, SPEED THE JOB 


With this system, posting becomes a simple filing operation; specialists are replaced by file clerks. 
Now no item is buried on a crowded ledger sheet; showing the whole transaction on each sheet, 
no reference to other data is needed. With monthly tabs topping each page the age of any item 


is seen at a glance, and it is simple to take off a quick, accurate trial balance. With credit data 
coded on each page or on cards dropped in front of each one, shipments to approved accounts 
are expedited—no need for credit checking. With duplicates available in seconds, delinquent 
statements are in the mail quickly. What a simple way to save money and speed operations! 


Now posting becomes a simple 
filing operation. 











Here is your accounts receivable 
ledger sheet—a duplicate of the 
invoice, the whole transaction at 
a glance. NOTE the month tab and 
credit code; two great time-and- 
money savers not to be had with 
traditional methods. 


























DITTO, Incorporated 

602 Se. Oakley Bivd. 

Chicago 12, Illinois 

Gentiemen: Piease send me the book, 
“DITTO UNIT ACCOUNTS RECEIVABLE,” 
without cost or obligotion to me. 


Name, Title 
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UNDERWOOD 





SUNDSTRAND 10-Key Adding-Figuring Machine 





Right you are ... getting your figure-facts 
from an Underwood Sundstrand Adding- 
Figuring Machine! 


And that goes for the preparation of sales 
data, payrolls, stock records, invoices and 
practically any other figuring job in your 
business. 


This machine is compact, precision-built 
. and equipped with the world’s fastest 
keyboard. 


Operation is simplicity itself! The 10 
numerical keys are grouped under the 
fingers of one hand .. . and anyone in your 
office can quickly develop a smooth touch 
method. No tiring headswing. 


Copyright—-UNDERWOOD CORPORATION 
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What’s more, the action of the machine 
itself is cushioned and quiet. Keys fit finger 
tips for increased keyboard accuracy. 


The price is right, too! So don’t wait any 
longer for the quickest, easiest 


Underwood 
figure-facts you ever had! Gonttoand 
e200 
Ask for a demonstration of the : : ~ 


Underwood Sundstrand Adding- ae 
Figuring Machine . . . today. Tee nce 


Underwood Corporation 


Adding Machines... Accounting Machines 
Typewriters...Carbon Paper... Ribbons 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 


Sales and Service Everywhere 








